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This handbook contains infopmati<« on Cooperative Vocational Education 
(Obop) and fti-the-Job Tjraining (OffT) programs. These two vocational vyork 
experience programs are designed to teach and refine actual job skills. 

Oooper at ive vocational education is a method of instruction related to 
vocational training vvhich has taken place in a school setting. Ihe job 
skills learned in school are applied and refined in a job setting. There 
is an employer /employee relationship between the eiployer and the student. 

fti-the-Job Training is a method of instruction v^ich is not attached to 
in-school vocational training. Job skills are learned in the work setting. 
There is a training relationship between the employer and the student. 
Normally no payment is made to the student because the cost of time and 
supplies of the cnployer exceeds the productivity of the student. Many 
conminities have self employed people who normally have no employees. OJT 
provides an opportunity to expand the student training in these areas as 
well as into areas vAiere there is an insufficient number of students to 
have a class in school. 

This Q>op/OJT Handbook is designed to provide practical suggestions for 
planning^ initiating, operating and evaluating Cbop and OJT programs at the 
seccmdary level. The handbook is designed to provide assistance to school 
district acbninistrators, vocational educators, and the teacher-coordinators 
responsible for Cbop and OJT programs. 

Both new and experienced adninistrators and teacher-coordinators should 
find this resource helpful. The content is sufficiently specific, but 
flexible enough to allow full expression of individual initiative. 

Schools today have an opportunity to extend their educational programs by 
utilizing the resources of their ccranunities through Cbop and OJT. This 
method of using connunity learning stations in conjunction with school 
resources has proven to be a strong bridge between school and enployment. 
As students encounter problems on the job, they can draw on the full 
resources of the school. 
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Purposes of Coop and OJT Programs 



Cbop and OJT make the local connunity an extension the school. These 
methods of utilizing cornnunity training sites in conjunct i<m with school 
resources have proven to be a strong bridge between school and employment. 

Coop programs provide: 

- Work sites for students to apply and refine their skills 

- Rinds which may be needed for students to continue their education 

- School credit for graduation purpose 

- Positive school/conniinity relationships 

OJT programs provide: 

- Work sites v*ich provide skills not normally available through the 
regular curriculim 

- Self employment skills in unique occupations such as backpacking 
and taxi demy 

- School credit for graduation purposes 

- Positive school /connunity relationships 

OJT provides vocational training to students in schools vrtiich cannot 
provide for any one of several reasons , one or more of the following: 

- Sufficient training stations for a Ooop program 

- Sufficient number of students with conmDn career objectives to 
warrant hiring a vocational education specialist 

- Sufficient equipment and facilities to provide training within che 
school 

Bnployers/coimunity volunteers work closely with the OJT Cbordinator and 
student to develop a training plan which will prepare the student for the 
specific occupation. 

The Cbop and OJT programs assist students in applying skills learned in the 
classroom through practical work experience. Success on the job helps 
students to recognize that subsistence and cash economies can be compatible 
systems, and allows participants to mold together different economic 
systems in a positive manner. Participation in work experience programs 
should give students a competitive edge in the job rmrket. 



Program Overview 
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Program Overview 

Definitions of Work Experience Education 

Itork experience education in Alaska is divided into five classifications: 
wrk exploration; Rural Student Vocational Progran (RSVP)j general wrk 
experience; Oi-the-Job TYaining (OJT); and Cooperative Work Experience 
(Cbop). Each type is initiated and controlled by the school personnel. 
The specific purposes of each vary, and a single school may not necessarily 
provide for all five types. 

Ybrk exploration is essoitially a guidance progran. Students are given 
opportunities to observe and participate in a variety of activities as an 
extension of the regular school progrtm. Exploratory v»rk experi«ice 
should be closely coordinated with the guidance and counsel ii^ progran of 
the school. It is an opportunity for students to begin to ur^ rstand the 
process of career decision-making. This progran is ideally iuplcmented at 
the junior high level to assist students in beginning to make realistic 
career decisions. The work exploration progran provides opportunities for 
students: 

• to learn about their aptitudes 

• to explore their personal interests 

• to learn basic infonoaticn about various occupations 

• to sanple various entry-level occupations 

Bural Student Vooationftl Proyram (BSVP) is a two^eek, full -time work 
experience for Alaska's rural high school students where training stations 
are minimal or non-existent. Vocational students travel to one of three 
metropolitan centers, live with boarding parents, and work in an urban 
business setting. The progran provides opportunities for students: 

• to evaluate their career decisi<ms 

• to apply the persmal canpetencies learned in a rural 

setting to an urban work site 

• to gain urban survival skills necessary for enployment 

General wtK experignce is part-time work which may or may not be related 
to occupational goals of the students, but is related to classroan 
instruction in career exploration. Approved progran status is not granted 
for general work experience. Hie progran provides opportunities for 
students: 

• to apply knowledge of their interests, aptitudes, 

and abil ities 

• to learn personal skills related to the work enviroiment 

such as punctuality, interpersoial relations, appearance, 
initiative, etc. 
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(to-the-JOb Trftining (OJT) is a vocational program vthich provides high 
school students with a greater range of vocational courses by usiiK 
cemnunity-based work sites with the teacher supervising the instruction 
conducted by the aiployer. OJT is an individualized approach which 
provides specific job skills. Students will be gi 'en school credit for 
their work. Tliere is a trainer/student relationship at the job site. Hie 
program provides opportunities for students: 

• to learn specific job skills related to a career goal 

such as anall engine repair, merchandising, airline 
ticket agent, bank teller, etc. 

• to apply career competencies to persmal career goals 

• to work under close one-to-one supervision in an 

actual work setting 

ftpperfltlVB Hbrk Rrofriftncp (Cbop) is a vocational course directly related 
to the student's career goals. Cooperative work experience is the capstone 
of an occupational training sequence. Work serves as a practical 
laboratory for reinforcing the in-school occupational training. Students 
receive both pay and school credit fo? their work. There is ai 
enployer/enplpyee relationship at the job site. The progran provides 
opportunities for students: 

• to apply in an actual work situation the job skills 

learned in the classroom 

• to refine personal and job skills necessary to obtain 

entry-level eoployment 
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Beitefits of Work Experience Education 



Work experience education provides opportunities for students: 

•to develop an understanding of cnployment opportunities and 
responsibilities 

• to develop attitudes and work habits for job ccnpetency 

• to develop a bettc^r understanding of hun&n relations through working 
with other employees 

• to earn while they learn 

• to learn in dual environments of both school and job 

• to be placed in jobs with the potential of possible permanmt 

orploynent 
•to develop socially and vocationally 

•to add meaning and value to all phases of the educational program 
Work experi&ice education provides opportunities for the school: 

•to provide a learning laboratory for students without major 

expenditure to i.ae school 
^to unite the business ccmnunity and school in developing a strong 

vocational program 

• to provide a practical means for students to develop enployable 

skills 

Work experience education provides opportunities for the employer: 

• to help select, instrucc, and prepare young workers for effective 

job performance 

• to receive assistance fron the school in instructing and counseling 

during the transition period fron school to work 

• to hire selected and motivated workers who have chosen a career in 

keeping with their interests and aptitudes 

• to render an important public service 

• to be involved in a practical educational concept at the local level 
Work experience education provides opportunities for the conmunity: 

• to familiarize studoits with local cnployment opportunities 

• to provide specialized occupational training at a reasonable cost 

• to develop productive citizens 

• to promote closer cooperation and understanding between the 

ccmnunity and the school 



Legal Considerations 



Ihe Cbop and OJT Gbordinators are expected to know the federal, state, and 
local labor laws/regulations that apply to students and the trainir^ sites 
where they are placed. Gbordinators are not to serve as low enforcement 
officers, but rather th^ are expected to inform participating aiployers 
when they unknowingly violate laws/regulations. Failure of an onployer to 
ccnply with pertinent laws/ regulations may necessitate discontinuation of 
the training agreonent. 

Avoiding totwr I^wnowtlainta is a helpful booklet which sunnarizes coimon 
problems. It may be obtained fran the Vocational Materials Library, Office 
of Adult and Vocational Education, Goldbelt Place, P.O. Box F, Juneau, AK 
99811, 465-2982. 

Federal Laws 

The Fair Labor Standards Act provides minimun wage and overtime 
standards, re<piires equal pay for equal work regardless of sex, and 
contains certain child labor standards. 

Title VI of thP ntvil Riyhta Ao.t at 1984 

"No person in the lAiited States shall, on the ground of race, color, 
or national origin, be excluded fran, be denied the benefits of, or be 
subjected to discrimination under aiiy program or activity receiving 
federal financial assistance." 

Title DC of the Rriiirntion AinBnrt«.nta of 1972 

"No person . . . shall, on the basis of sex, be excluded fran 
participation in, be doiied the benefits of, or be subjected to 
discrimination under any program or activity receiving federal 
financial assistance." 

Section 504 of the Behahi Htation A«»t of 1973 

"No Otherwise qualified handicapped individual . . . shall, solely by 
reason of his/her handicap, be excluded fran the participation in, be 
denied the benefits of , or be subjected to discrimination under any 
prgram or activity receiving federal financial assistance." 
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State Laws 



A\MkA Stfttutft M.ao 

Students in Work-Study Programs 

Relating to workinen*s conpensation for high school students enrolled 
in work-stu<!|y courses; and providing for an effective date. Section 
1. AS 23.30 is anoended by adding a new section to read: 

Sec. 23.30.237. HICH SCHOCL SIUBTTS JL^ XHK-SRDV FKXS/M5. An 
individual who is enrolled for credit at a public high school in 
a course vrtiich conbines academic instruction with work experience 
outside the school for a public or private, nonprofit employer is 
an cnployee of the state for the purposes of this chapter while 
he/she is performing the work experience. Weekly conpensation 
for disability or death under this section may not be less than 
the initial payment of conpensution under AS 23.30.175. 

Sec. 2. Diis Act takes effect July 1, 1980. 

Alaska Statutea 23.0 5 and 23.10 

Biployment Practices and Wbrking Cbnditions. Fourteen and fifteen 
year old students are not permitted to be in a training program unless 
the program has been approved by the Qomnissioner of the Department of 
Labor. 

Bnnployers hiring fourteen to seventeen year olds must have on file a 
written plan of instruction. The written plan must include an 
assurance that the employer abides by acceptable safety standards and 
a statement that the student's enployment will not interfere with 
his/her education. If the program does not meet these conditions or 
if a minor is not attending school then the form in Appendix N must be 
ccrpleted and s«it to the Department of Labor to secure a waiver. Hie 
ccrplete law may be obtained fran the Vocational Whterials Library. 
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Alagto stat ute ga.lQ 
ftployment of Children 

An exennption for student -learners shall apply wh«i! 

(1) the student-learner is enrolled in a -ourse of stu^ and training 
in a cooperative vocational training progran under a recognized 
substantially similar program conducted by a private school? and 

(2) the student-learner is enployed under a written wreeoient which 
provides that 

(a) the work of the student -learner in the occupations declared 
particularly hazardous will be incidental to his training; 

(b) the work will be intermittent and for short periods of time, 
and under the direct and close supervision of a qualified 
and experienced person; 

(c) safety instructions shall be given by the school and 
correlated by the enoployer with on-the-job training; and 

(d) a schedule of organized and progressive work processes to be 
performed on the job will have been prepared; and 

(3) each written agreanent contains the name of the student-learner, 
and is signed by the onployer and the school coordinator or 
principal. 



Copies of each agreanent shall be kept on file by both the school and 
the enployer. Tliis exenption for the anployment of student-learners 
may be revoked in any individual case where it is found that 
reasonable precautions have not been observed for the safety of minors 
enployed thereunder. A high school graduate may be aployed in an 
occupatim in vrtiich he has completed training as provided in this 
paragraph as a student-learner, even though he is not yet 18 years of 
age. The complete law may be obtained fran the Vocational Ikfatei ials 
Library. 
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Other Considerations 



ftflith QertiflcflUa 

Sane occupations may require a blood test and/or chest x-ray. Local 
cnnployers my require students to have a health certificate. In most 
instances, upon successful ccnpletion of a tine test, the school nurse 
can provide this information. The Cbordinator should inquire of the 
employer if this is necessary when making arrangements for the 
studmt^s placement. 

Student Tnauraneg Ctovet>Myi> 

A "Round-the-Qock" type of insurance policy for schools is 
reconmended. It is further reconmended that the Cbordinator review 
the coverage provided by the policy of the individual school district 
with the studwts involved in the program and their parents. 

Ii^Cfll Himieipal Ordinanees 

Check into local municipal lem and ordinances that may pertain to the 
program. 

Local School Diatriet PQHffles 

Check on your school district's policies to ensure that the program 
conforms to those policies. 
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Program Approval Standards 
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Program Approval Standards 




Cooperative Vocational Education 



The minimun requirements for a cooperative vocational education course are 
as folloivs: 

1. Ihere must be on file at the school a si^ed, written IVaining 
Agreement between the work site and the local school. 

2. Each student must receive instruction according to a signed, written 
Training Plan, which coordinates in-school related class instruction 
with an average of ten hours (inaxinun of twenty hours) per week of 
on-site training received fron the employer. Students receive both pay 
and school credit for their wrk. 

«. 

3. There must be a course description outlining the student outcomes as 
part of the particular vocational program (e,g, auto mechanics, 
clerk-typist). 

4. Each trolled student must have successfully ccmpleted at least one 
course within an approved vocational program related to the job. 

5. Each student must be enrolled for five (5) periods per week in an 
approved related class or in an approved vocational class in the area 
for which training is received on the job. 




6. Each student must be legally employed and paid. 



7. Each student enrolled in a Cboperative Vocational Educatioi course must 
be supervised by a teacher-coordinator. 

8. Each Cboperative Vocational Education work site shall be visited by the 
teacher-coordinator a minimun of four (4) times per semester, including 
a minimum of two (2) times while the student is at the work site, 

9. A written procedure must be developed and utilized to annually evaluate 
each student ^s outcomes. 
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Program Approval Standards 



On-the-Job Training 

The mininun requirements for a vocationally approved Qi-the-Job IVaining 
course are as foUoi^: 

1. Ihere must be on file at the school a signed, written Training 
^reement betiveei the training site and the local school. 

2. Each student nust receive training according lo a signed, written 
TVaining Plan that is specifically individualized for that student by 
the enployer and teacher-coordinator. 

3. Each student must be scheduled at the training site a minimum of ten 
hours ttid amaximun of twenty hours per week. 

4. Each studmt shall receive school credit for successful conpleticm of 
his/her Training Plan activities. 

5. There must be a teacher assigned to coordinate and monitor the 
student's learning activities at the work site. 

6. Each Orr work site shall be visited by the teacher-coordinator a 
minimun of three (3) times per quarter while the student is at the work 
site. 

7. A written procedure must be developed and utilized to annually evaluate 
the course/ training sites and the student outcomes. 



Summary 






STANDARDS 


ooopGraiive 
Education 


un-tne~jOD 

Tr^iininn 

1 1 GIN III 1^ 


Ifrittpn TVAininfiT AcrpoOTnont 


Y 


V 
A 


Written TYaining Plan 


X 


X 


Cburse description submitted 
to CAVE 


X 




Prior caiDletion of at least 
one approved course within 
Vocational Education Program 


X 




Qirrent enrollment in an 
approved class related to 
training received on-the-job 


X 




School credit for successful 
completion of training plan 


X 


X 


Supervision by teacher- 
coordinator 


X 


X 


Oi-site visits by teacher- 
coordinator 


4 times per 
semester, (2 
i lines wniie 
student is 
at work site) 


3 times per 
qup'^ter v^ile 
siuoenx is at 
work 


Written procedure for 
annual student evaluation 


X 


Evaluation of 
training sites 
and student 
outcomes 


Student receives pay 


X 




Legally employed 


X 
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steps in Setting Up and Operating 

Coop OJT Programs 
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steps in Setting Up a Program 

1} Secure district support and approval 



District support is crucial to the success of the program. Approval for 
development of the progran may be obtained by careful prior planning. 
Benefits of Gbop/OJT are listed on page 6. 

Oomnitroents are needed fran the follov^ing people: 

• coordinator 

• students 

• connunity volunteers/employers 

• school ackniniftration 

• school staff 

• advisory comnnittee made up monthly of work site personnel 



Establish goals for the progran to include pre-employment, career 
decision-making, and specific job skills. Pre-employment skills may 
include initiative, relationships with others, quantity of work, quality of 
iMork, attendance and punctuality, acceptance of evaluation, appearance, and 
adaptability. See Appendix A for a list of pre-employment canpetencies. 
Scope and sequence of the program should move the student along a hierarchy 
from career exploration through pre-eiployment skills to an entry-level 
occupational status. Develop the program plan to include a general course 
description, a list of skills and canpetencies to be learned and evaluation 
methods . 

Possible methods of delivery include the following options: 

a) Use of connunity-based work sites as a teaching mode 

b) Classroom instruction which incorporates in-school lab experiences 
such as Qctracurricular club activities, co-curricular Vocational 
Studait Leadership Organization (VSIO) activities, and in-school 
work placement (i.e. classroom aides, office aides, kitchm aides, 
etc.) 

c) Classroom instruction vrtiich incorporates lab experiences in a 



2) Develop program plan 



school-based business 
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$) Conduct community and student Interest surveys 

Dsvelop or secure surv^ instrunents: 

• to determine the need for the program 

• to assess support for the program 

•to determine the type of program needed (i.e. placement 

in connunity-based or school-based businesses) 
•to identify potential work sites for students 

• to identify potential advisory camittee meni)ers 
•to identify student interest 

There are several options for distributing the survey: 

• mail it and conduct follow-up visits or calls 

• conckict a public meeting and have people conplete 

the survey at the meeting 

• send the survey hone wi th students 

• post a public notice of the survey 

Oonpile the results of the survey, and incorporate then into the Cbop or 
OJT program plan. Sample surveys are found in ^endix B. 

4J Recruit employers 

Locate training stations: 
•Qiember of Cbnmerce 
•Qoveriment personnel agencies 
•Trade associations 
•Telephwie directory 
•Cooperating business fi rms 

• Qnnuni ty survey 

Develop a list of potential conminity volunteers/enployers in the 
camwnity. Every cannunity has people who have job skills; be creative in 
developing your list. Include self-enployed people who have no aiployees. 
Invite these individuals to participate in the Cbop or OIT progran. In 
addition, conpile a list of interested employers based upon the results of 
the ccnmunity survey. Have an orientation meeting for cannunity people to 
describe the program. Find out some basic information frcm interested 
volunteers: 

•Dj they have career ladder opportunities for cluster training? 

• Do they have appropriate working hours? 

• Does the eonployer assign a supervisor for the student-learner? 

• Is it appropriate to student capacities, pl^sical and 

emotional development and soci&l naturity? 

• Do they have good health and safety standards? 

• Is it on-going rather than seasonal work? 

• Does it fit the needs of the training plan? 

• Are they interested in placing a student? 
•Have they hired students in the past? 

• Do thqr have time to train a student? 

• Hfeuld they like more informatim id^out the program? 
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SJ Form an advisory committee 

An advisory coninittee is a group of individuals interested in the progran. 
There are several advantages to having an advisory conmittee. Ihe 
cannittee can: 

• provide a link between the schools and the ccmnunity 

• provide input on occupational requirennents 

• provide input on ccmnunity needs 

• provide input into ways of helping students to ur.derstand 

subsistmce and cash economies as co-existing systems 

• provide support and edvice on training needs, new 

innovations, equipment, etc. 

The advisory ccranittee should consist of a miniraun of four to amaximun of 
twelve msnbers^ The conmittee should represent a wide cross section of the 
ccnminity. An advisory conmittee handbook is available from the Vocational 
Materials Library. 

6) Recruit and select students 

a. Include information about programs in local publications. 

b. Have students complete applications for the program. 

c. Review studeit cumulative records and arrange for necessary 
special tests and invmtories. 

d. Discuss job training possibilities with students. 

e. Talk to parents about the program. 

f. Arrange for student interviews with potential employers/ 
cannunity volunteers. 



7J Place students In lob sites 

a. Arrange meeting with student, employer, and QDordinator to 
develop training agreerooit, training plan and work schedule. 

b. Have students complete necessary cnployment forms as well as 
program forms. 

c. Reconfirm t^e legality of all arrangements regarding placenmit 
according to local, state, and federal labor laws. 

d. Provide training station supervisor with orientation checklist 
and offer assistance in working with trainee. 

e. Provide employer with evaluatim form to be used with trainee. 




25 



25 



8J Ortmt students to lob sites 

Gireful orientation of the student-trainee to his/her nev wrk station is 
inportant. Discuss tlie fol louring topics t 

a. Elements of student -trainees new job 

b. Arrival and leaving times 

c. Qiecking in and out procedures 

d. Umchtime, coffee break procedures 

e. Fay schedule (Cbop) 

f. Oanputation of imges (Cbop) 

g. Deductions fran pay (Cbop) 

h. Biployment benefits 

i. Becord keeping procedurer 

j. Pranotional possibilities with the firm 

k. Union clauses as they relate to the student-trainee, if 
applicable 

1. Appropriate clothing or dress code 

m. Safety information as pertinent to the conpany 

9J Visit/supervise students In lob sites 

a. Meet with emplwer at least three times a quarter for OJT and twice 
a semester for Cbop to discuss the student training reports 
canpleted by the onployer. 

b. Meet with the student weekly to discuss progress in meeting goals 
from the training plan. Discuss the student's self-evaluation on a 
monthly basis. 

The specific reason for making a visit to a training station will vary, 
depending on the student-learner, the type of training station, the time of 
the school year, and the types of instruction being carried out in the 
classroon and on the job at the time. 

Iliere are several factors to cover in visitations: 

a. Obsene the student-learner on the job: 

students enrolled in cooperative educatioi and diversified 
occupations - a minimun of twice per semester 

students engaged in on-the-job training - three times per gunptgr . 

b. Consult with job supervisor frequ«itly about the progress of the 
student-trainee and suggestions to inpleroent the training plan. 
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Q)n8Ult with top manageoient or the training director occasionally 
regarding cooperative vocational education. 

d. Involve the job sponsor in evaluating student -trainee's work, 

e. Cbunsel the student-trainee ai school after consulting with the 
work site supervisor. 

f. Make appointments to see the student -trainee's work site supervisor 
for input into the student's training progran and progress. 

tOIE: It is very important that the teacher-coordinator be considerate of 
the Job spmsor's work load, while at the sane time making sure the job 
sponsor is totally aware of the ''training priorities" and the 
student -trainee' 8 progress. 

10) Conduct home visits 

If you should find it necessary to visit a student's heme, the followii^ 
guidelines will assist you: 

a. Ufarn before the visit whether the family is new in the district; 
and, whether a^y child fron the family has been in the program 
previously. 

b. nm't surprise the parents. A postcard or telephone call 
concerning the time of the visit pays dividends in friendly 
relationships. 

c. Be prepared to accept calmly ^fcatever living standards you imy find 
on a home visit. 

d. Dress sinply. Be friendly. 

e. Take a copy of your annual schedule of activities and explain it to 
the parents 0 

f . Take pictures to show and printed material to leave with the 
parents. 

g. Encourage questions and ideas from parents and other children in 
the family. 

h. Ttell the parents of prospective studeiits about the cooperative 
w'curse offered an^ how they fit into the total school prog-^am. Use 
sinple, non-techi^ical words. 

i. Tell about the success of graduates and the employment 
opportunities for well-trained youth. 

j. Ext«id a cordial invitation to parents to visit the department and 
classes. 



1 1) Conduct related Instruction 



Related instruction in cooperative vocational education should facilitate 
the development of capabilities the student needs to enter, adjust, and 
advance in a satisfying career. A student's career interests and plans may 
change, but desirable vocational capabilities and conpetoicies needed for 
future operations ^re learned through the mediun of specific jobs within 
the context of tht «onanie and social envircnraent. 

Following is a suggested outline of topics which coi'ld be utilized in 
covering sane of the occupational adjustment capabilities needed by all 
workers: 

A. Esseritial Factors in Job Search and Application 

1. Wiat type cf jobs can I do? 

a. Research vocational books and nagazines 

b. StU(^ the job picture in the connunity 

c. IhorrAighly stu<i|y past eicperiences and abilities 

2. Wiat type of jobs can I most enjoy? 

a. What hobbies do I enjoy? 

b. Vliat jobs relate to than? 

c. Tb I enjpy working with lots of people? 

d. Eo I enjoy working alone? 

e. lb I prefer indoor or outdoor work? 

f. What are my strongest likes and dislikes? 

3. tttiat agencies can help me? 

a. State Biployment Service 

b. School Cbuns el ing Off ice 

4. How can I prepare for the interview? 

a. broach 

b. Kiowledge of business and firni 

c. Choosing time and place 

5. Hew do I conplete an application? 

B. Basic Housekeeping Duties on All Jobs 

1. Clare for the work space. 

2. dre for the equipment used. 

3. Share general housekeeping. 

a. Daily cleaning of shop, store, etc. 

b. Extra cleaning in any slack time 

c. Periodically cleaning thoroughly, including 
equipment, windows, etc. 
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C. Mroan Relations^ Cbnductt and Appearance on the Job 

1. Bbintain good relations with other workers. 

a. Benefits derived 

• Helpful suggestions 

• Cheerful atmosphere 

• A first step to promotion 

b. Benefits giwen others 

• Job satisfaction 

• Cboperation and nutual benefits 

2. Maintain relations with supervisors. 

a. lAider standing supervisors* problems 

b. Value of your individual responsibility 

3. IMaintain safety on the Job. 

a. Osnger to self and others 

b. Annoyance 

c. Interference with work 

4. Maintain proper appearance on the job. 

a. Cleanliness always 

b. Inprovement of self-concept 

c. More pleasant for others 

d. Selection of attire for each job 

e. Qire of onployer furnished uniforms 

D. Personal Habits and Health Habits, Effect on the Job 

1. Maintain good personal habits. 

a. Cbnsideration of others 

b. Offensive habits avoided 

• Stocking in imprq)er places 

• Leaving unclean facilities 

• Use of distasteful language 

• Annoying habits and mannerisms 

c. Pleasant and appropriate dress 

2. Maintain good health habits. 

a. Cleanliness of person 

b. Sound eating and sleeping habits 

c. Result in: 

• Less sick leave 

• Alert, efficient and safe work 

• Pleasant personality 



E. Personal Finances, Effects on the Job 

1. Be a worry-free worker. 

2. Demonstrate sounJ judgement. 

F. Personality Growth and Development 

1. Know benefits of desirable recreation. 

2. Know benefits of public service activities. 

3. Know benefits of intellectual activities. 

G. Telephone Scills 

1. Use telephone etiquette. 

2. Use pleasant telephone voice. 

3. Make the telephone work for you. 
Oommunicatiwis, Oral and Written 

1. Use effective oral connunication. 

a. The conversation voice 

b. The speaker ^s platfom voice 

c. Ihe telephone voice 

2. Use effective written caimunication. 

a. The formal letter 

b. The business memo 

c. The note of message 

I. Automation and Projected Changes 

1. Will ny Job exist tomorrow? 

a. What was ny job like ten years igo? 

b. What nev skills are needed today? 

c. What trends are apparent? 

2. What nav skills are growing in my occupation? 

a. Is training needed? 

b. Are schools available? 

c. Is home study material available? Where? 
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12) Submit evaluation of tite Coop/OJT program 
to tiie district Vocational Administrator 



Include student and employer evaluations of the program as well as 
Cbordinator observations and coiments^ 



The value of follow-iip information cannot be stressed enough. Ihe 
justification of the Cbop/aJT program is primarily and ultimately based on 
the number of students who enter successful enployment in the occupational 
area for which thf^ were prepared. Progrons that can substantiate 
placements provide one major positive aspect in evaluation of the program, 
especially in terms of continuation or expansion of the Vocational 
Education Program. Write a year-end final report for presentation to the 
local school boards and to your local vocational advisory council. This 
final report would be based on a followmp of your work experience students 
and could include the following: 

a. Number of students enrolled 

b. Nunber of students continuing employment 

c. Nunber of training stations used 

d. Report of media coverage and support 

e. Tbtal wages earned by student-trainees 
f • Positive ccmnuni cat ions fron enployers 

A sample follow-up form is included in Appendix L to assist in gathering 
the above information. 



14) Use public relations proiects to inform people 
about the program 



Many different types of ccranunication media can be used to inform the 
school and the cannunity about (Jbop and OJT. Set a goal of two public 
relations projects each month. 



13) Conduct follow'up 



General 




School Relations 



Cboperation and support from adninistration, advisory councils and 
instructional staff are essential to continuing, success, llierefore, the 
teacher-coordinator should prepare periodic and annual reports to keep 
these individuals informed of the progress and activities of work 
experience education. S|pecial efforts should also be made to keep the 
a(tninistration, principal, countftling staff, and advisory coimittees 
informed regarding accomplishrents of students enrolled in work experience 
programs. 

a. Prepare and duplicate handout materials explaining Ca3op/Q]T. 

b. Arrange personal interviews with sophomore and junior students. 

c. Arrange for the teacher-coordinator or student representative to 
discuss Cbop/QJT in the homerooms. 

d. Have a "Guest Day" for students who may be interested in a vocational 
career. 

e. Display instructional material. 

f . Encourage active participation in comnunity and school events through 
the following activities: 

• Style shows 

• Sponsored dances 

• Youth week 

• Business survey 

• Individual marketing studies 

g. Produce brochures for students and staff of the school. 

h. Hold teacher-coordinator meetings and workshc^s within the school and 
district with staff not involved in work experience education. 

Oonminity Relations 

a. Distribute newsletters or bulletins of general news and personal notes 
about Q)op/aJT to parents, faculty, and administrators. 

b. Conduct local radio or televisim program interviews with: 

• Students at training stations 

• Graduates of Ooop/OJT in jobs 

• Ox>perating enployers 

• Administrators 

•Parents of student trainees 

• Mennbers of the advisory coimittee 

c. Design a brochure m Gbop/OJT and distribute to local businesses. 

d. Hold an employer-enployee banquet. 



e. Present awards at an award assembly to outstanding students in each 
occupational area. Criteria and judging can be the decision of the 
advisory ccmnittee. 

f« Conduct tours for parents to the training stations and prepare na¥s 
articles and pictures about this event. 

g. Have enployers tour the school and visit related classes. 

h. Have students talk to civic groups about features of Cbop/OJT. 

i. Present certificates of merit to cooperating aiployers to display. 

j. Send letters of appreciation to employers and advisory committee at the 
end of the school year. 

k. Tsike advantage of opportunities to speak to conmunity groups , service 
clubs, P.T.A. and church groups. 

1. Do feature stori«;s and submit to newspaper , trade publications or 
professional journals. 

m. Take pictures of students working in jobs and post them. 

n. Display pictures of excmnples of students* work in local stores or 
public buildings. 

0. Arrange special programs and speakers for Career Days, 
p. Ask school and local papers to publicize Cbop/OJT. 

q. Presait the story of Cbop/OJT to civic, prof ess iwial , and lay groups, 
r. Inform and eilist the support of the counselors and the faculty. 

15) Keep accurate records 

To meet program approval guidelines, districts must submit an example of 
their local Training Ayreeimnt Form and Training Plan Form. 

Appendices D and E contain samples of such forms. Districts may choose to 
devise forms suitable to local programs. 

The nwnber and kinds of records kept by the local school must be determined 
by the adninistration and teacher^oordinator. To substantiate minimum 
recpiireraents for Cbop and OJT and to enhance efficient program management, 
the following f les should be maintained: 

1. An individual file fop eaeh tmi ning atntion 
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2. 



(a) 



for eaeh milled atlldftnt It should contain 



(b) 
(c) 
(d) 
(e) 
(f) 
(g) 



Application for enrollment in the progron 
Baployment referral record for each student -trainee 
Training agreement 

M»thly student -trainee's evaluation of job 
Monthly ooployer's evaluation of student -ti-ai nee 
Teacher-coordinator's visitation reports 
Weekly training report 1^ student -trainee 



3. A file of the teBtAmr-itonrAinmff^fi m M>^lflv ghagta 

^ade c a rd with attgndnncf nirhffl , including the day each student 
starts his/her work experience and the last day on the job 

5. Prwf of m of rhidpnt (alerts supervisors to limit work activities of 
minors to those allowed by law) 
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Roles of Those Involved in Programs 
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Roles and Responsibilities of Those 
Involved In Programs 

Teacher-Coordinator 

The following are suggested najof areas of responsibilities for the 
t eacher *coord i nat or • 

1. Select and guide students. 

a. Describe the program to students, 

b. tfork with guidance personnel. 

c. Provide occupational information. 

d. Cbunsel students about entering the progrem. 

e. Qither information on studaits. 

f. Schedule students. 

g. Belp enrol lees with career planning. 

2. Place students in training jobs. 

a. Enlist participation of cooperating enployers/comnunity 
volunteers. 

b. Select suitable training stations for each student. 

c. Of imt employers^ training supervisors^ and co--workers. 

d. Prepare students for Job interviews. 

e. Place students on the Job. 

3. Assist students in adjusting to their work environment. 

a. Help students on their Jobs. 

b. Deal with Job problems. 

c. Plan pers(»^al development with training supervisors and 
students. 

d. Evaluate Job progress. 

4. Iirprove training cone on the Job. 

a. Establish respmsibilities on the Job. 

b. Develop training plans md training agreements. 

c. Cbnsult and assist training supervisors. 

d. Maintain training enphasis. 

5. Assist students in making personal adjustments. 

a. Aid students in correcting poor personal habits. 

b. Gbunsel students with personal and socio-economic problems. 

c. Assist students with educational problems. 

d. Resolve behavioral problems. 
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6. Adtaiinister program. 

a. Plan program objectives. 

b. Ctaninunicate school policy. 

c. Prepare reports. 

d. Participate in professional meetings. 

e. Gbnsult with peoplepower agencies such as arployment 
services. 

7. Cbrrelate classroom instruction with cn-the-job training. 

a. Assist in determining needed instruction. 

b. Assist in obtaining instructional naterials. 

c. Advise training supervisors concerning applications of 
classroom instruction to be made on the job. 

8. Maintain good public relations. 

a. Plan the publicity program. 

b. Prepare the printed publicity. 

c. Cbntact news media. 

d. Maintain comuni cat ions with faculty, parents, cannunity, 
enplcyers, school ackoinistrators, and student body. 

9. Nbintain appropriate evaluations and records; have on 
file a written training plan for each student. 
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Training Station 

1< Cboperate in developing training plan for student-learner. 

2. Assign experienced employee to direct supervision of student -learner. 

3. Pay wges ccnoparable to those paid other beginning workers. 

4. Qiarantee a inininun of ten hours per week for the training period. 

5. Make sure job doesn^t interfere with students capability to corplete 
other courses in school . 

6. Make written periodic evaluation of the student *s performance. 

7. Report any dissatisfacti<ms to the teacher-coordinator. 

8. Promote good sanitary and safety practices as well as appropriate 
dress. 

9. Allow the teacher-coordinator to periodically observe the student on 
the job. 

10. Abide by federal, state and local cnployment laws and r^ulations. 

11. Promote positive work habits. 

12. Have on file and comply with a written training plan. 

13. Discuss in detail with the student the elements of the job, arrival and 
leaving time, checking in and out procedures, record keeping procedures 
and wage information for Cbop students. 

student 

1. Meet with coordinator and guidance counselor to discuss progrem; make a 
conmitmafit to personal career development through the Cbop/OJT 
prograna. 

2. Discuss program with parents and conplete application form and 
necessary parental/ legal guardian permissiwi and release forms. 

3. Interview for placement into program. 

4. Work with coordinator and cmployer/connunity volunteer to coiplete the 
training plan. 

5. Abide by all of the rules and requirements in the training agreement, 
training plan and work sch^ule. 

6. Cbnplete necessary evaluation forms including the follow-up form. 
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Program Forms 

The fol lowing forms are re qui red i 

Program Approval Forms 

Districts reqMesting vocational approval for their Cbop and OJT programs 
must submit Off ice of Adult and Vocational Education (QAVE) Forms 
\05-223-12a (Program Description) and \D5-223-12b (Cburse Description) 
that include a list of training sites according to CIP codes • See ^pendix 
C for these forms and a list of CIP codes. 

Training Agreement 

A signed, written training agreement between the training site and local 
school is required to be on file at the school. Districts requesting 
vocational approval for their programs must submit a copy of the training 
agreerorat form to the Office of Adult and Vocational Education. Ihe 
training agreemmt should include amount of enployer payment, if any, 
infomxition on the period of time the student will be employed, the name of 
the student^s supervisor, the studmt^s responsibilities on the job, the 
enployer^s responsibilities, the Obordinator^s responsibilities, provision 
for a grievance procedure for the student, and an agreement to abide by all 
pertinent federal, state, and local laws/ regulations. Sample training 
agreement forms can be found in Appendix D. 

Training Plan 

Each student must receive training according to a signed, written training 
plan that is specifically individualized for that student by the 
enployer/caimunity volunteer and Gbordinator. A copy of the training plan 
form should be sutxnitted to QAVE if the district is requesting vocational 
approval for its program. The training plan should also be kept on file 
with the Gbordinator and the anployer. The training plan is, in effect, a 
lesson plan for the student *s course of studly, and should serve as a 
working docunent; changes can be made in the plan as the student *s needs 
dictate. Ihe plan should include information on the student's training 
goals and a comprehensive breakdown of exactly v4iat the student wants to 
accomplish through the program. 

For Cbop, the training plan is written to apply and refine the skills 
learned in school. The primary responsibility of the instructional effort 
is on the school. In the job, the student is applying job skills and being 
productive. The training plan directs that effort. The training plan is 
used: 

• to identify specific learning activities which the student will 

experience 

• to identify from vitian and i^en the student will receive the learning 

activity 

• to identify specific learning activities on which the studmt will 

be evaluated 
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Th« training plan is a critical ecnponent of the OJT progran. It directs 
the instr jctional effort enabling the student to gain job skills 
TTjerifore, special effort is necessary to develop a detailed plan and 
learning strategy. The following procedure nay be usedt 

1. In cooperation with the connunity volunteer, the OJT Cbordinato.' will 

!I5LLI*? analysis to determine the knowledge and skills needed by 
the student to develop an «try level skill for the occupation for 
Miich the student is being trained. 

2. Write broad canpetencies for the course. 

8. Wtite specific tasks to be achieved in reaching each ccnpetency. 

4. Develop learning experiences that wil' provide the student with 
knowledge and skills required to achieve the conpetencies of the 
course. 

5. Develop a method of measuring the student's achievanent of the 
ccnpetencies. 

9. As the student achieves conpetencies, keep a record on the training 
plan to keep instruction on target. 

Sample training plan forms are in Appendix E. 

•Die follwing forms are ififlQamendBd: 

Student Program Application 

»f completing a program application form, the student indicates lus/her 
MBmltment to the program. The information on the form also provides the 
Owrdinator and the enployer with some basic information on the student, 
sssnple program application forms can be found in Appendix F. 

Student Training Report 

The Cbordinator, the employer, and the student should meet at least three 
times a <jiarter for CtfT and four times a senester for Cbop: bimonthly 
meetings are encouraged. The training report foii should be conpleted by 
the employer prior to the meeting and can serve a. the basi*; for the 
meeting. "Hje focus should be on the student's progress in meeting his/her 

? f*"*"®^ *" training plan. Sanple training report forms are 

included In Appendix G. . •» ~f 

SiUdent Evaluation 

fin?®"!' ?**?"^*' COTplete a monthly evaluation of their progress in meeting 
their tra ning goals as outlined in the training plan. If a student is 
wcper encing problems on the job site, it is recomnended that the 

^^^^^ coaplete an evaluation. Sample 
student evaluation forms are included in Appendix H. 




Student/Parent Agreements 

students should be aware of exactly what their responsibilities and 
obligations are in the program, and should sign an agreeooent to abide by 
those conditions. Parents should be involved in the student *s Gbop/QJT 
program, and be a party to the studmt agreement. The parents should sign 
a form of release of liability. A sample form is included in Appendix I. 

Site Repoits 

The Cbordinator will bmefit frau keeping a record of coordination 
activities. There are several reascxis for keeping such records: 

The Cbordinator has a record of conversatims that relate to student 
training stati<xi problems. 

The Cbordinator has a record of enplcyer coiments regarding the 
studmt^s progress (or lack of it). 

The Cbordinator may be called i4>on to justify his/her time being sp«it 
in the conminity outside the school. The report file provides 
docunentation on those few occasions vAien such justification is 
necessary. 

The Cbordinator has a record that may be used as the basis for 
preparing an annual report on program activities. 

Sanple site report forms are included in ^pendix J. 

Evaluation Forms 

The Departmait of Education requires that a writtei procedure be developed 
and utilized to annually evaluate the course/training sites and student 
outcomes. It is important to tailor your evaluation format to the design 
of your program. Work with school district officials to incorporate the 
Cbop/CXJT program evaluation into the evaluation of the entire vocational 
program. Sample evaluatiwi forms are included in Appendix K. 

Follow-up Forms 

It is important to follcw-up on students who have been involved in Obop/CJT 
programs to determine the effectiveness of the program. Appendix L 
contains a sample student follow-up form. 
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Operating Calendar 



Before School Starts 

!• Discuss the OUT progran with administration, 

2. Secure business cards with student introductory information on back for 
use when soiding students for interviews. 

3. Survey the comiunity for potmtial training sites. 

4. Establish and work with an advisory carmittee. 

5. Develop public relation^ calendar for year. Contact advisory 
ccmnittee, parents, service clubs, and news media. 

6. Cbnfer with counselors, parents, and students. 

7. Visit potential training sites. Identify training ^<msor in each 
site. 

8. Cbntact the Office of Adult and Vocational Education of the Alaska 
State Department of Educatim for assistance and information. 



September 

1. Cbntinue to survey comiunity, students, former students, and compile a 
list of acceptable training sftes. 

2. Hold first advisory conmittee meeting; release press notices. 

3. Cbntinue external contacts with PIA, business, industry, etc. Use 
bulletin boards, etc., for internal publicity. 

4. Finalize selections of students and of training sites. 

5. Cbnfer with new students. 

6. Have students apply for work. Seek new training sites. Follow up on 
businesses previously visited. 

7. Interview studeits, conplete placement, and conpile student records. 

8. Plan program of study for year. 

9. Cbnplete necessary forms. 



October 

1. Airvey seasonal placanent needs. 

2. Publicize program both internally and externally. 

3. Visit possible training sites. Inform and reinforro enployers as to 
purposes of the program. 

4. Place students. Determine seabCYial placement needs. 

5. Hold open house or some planned oppoitunity for enployers to visit 
school. 

tf. Supervise and evaluate work site of students. 
7. Follow up previous students in the program. 

November 

1. Bfeet with advisory ccnmittee. 

2. Publicize program through student speakers at clubs. Visit prospective 
training sites. 

3. Place seas<Hial \WDrkers. Cbntinue regular visits to training sites. 

4. Cbnduet advisory comnittee meeting. 

December 

1. Publicize program in relation to Christmas season. 

2. Re-survey for training sites. Use newsletter, personal contact to 
inform enployers of purpose of program. 



January 

1, Bfeet with adbiinistrators and counselors about recruiting new students 
for next year, 

2, Make regular visits to training stations, 

3, Adjust course of stu^ and contJf^ue classroom instruction, 

4, MEdce any changes necessary in work sites for second semster, 

5, Begin interviewing new applicants. 



February 

1, Cbntact adninistration regarding budget and curriculun 
recomnendations, 

2, airvey non-participating businesses about possible future training 
sites, 

3, Meet with advisory conmittee, 

4, Cbnduct in-school open house for faculty, parents, and students, 

5, Visit training sites, 

6, Oontinue supervision and evaluation of students. 
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March 

1. OaiKkict internal public relations: speak to classes, prepare bulletin 
boards, put ads in school paper. Cbnduct external public relations: 
have students speak to various civic organizatims, contact 

eomuni cat ions media on youth conferences, utilize guest speakers in 
classes. 

2. Prepare and distribute public'ty to classes and school paper; send 
letters to parents on selection. 

S. Review applications of new students. Cbnduct pers(xial interview with 
prospective students. Bring emulative infonnation foms up to date. 

4. Visit possible and present training sites. 

5. Begin placement procedures for next year. 

6. Cbntinue supervision and evaluation of students and work sites. 



April 

1. Hold an advisory ccomittee meeting to evaluate program. 

2. Promote progran through articles and pictures of student -trainees, 
training sponsors, and enf^loyers in school and local newspaper. 
Encourage student to promote program among peers. 

3. Review student applications. Make final selection. 

4. Hold orientation meeting for interested students. 

5. Seek new training sites. 

6. Cbntinue cmtaets. Follow up studoits. Help place graduates. 

7. Oonplete records, reports, vi6 inconplete projects. Plan for banquet. 
Publicize progran and results in local news media. 

8. Evaluate each work site thoroughly. 

8. Prepare a final report for the school board. 



1^ 



^ May - June 

1. Ask superintendent to send letter of appreciation to training sites. 
Give personal thanks to onployers. 

2. Cbnduct youth and employer banquet. Invite state officials, advisory 
comnittee, owners, managers, city officials, school adninistration. 

3. Melp place graduates. 

4. Cbntinue placement. Seek new training sites. 

5. Cboplete final reports. 

After School Ck>ses 

&rvey conmunity for training sites. Follow up graduates. 

aipply advisory comnittee with printed review of yearns activities. 
Replace or rotate monbers. 

Gonduct internal public relations! confer with counselors and 
a<lnini strati on. Cbnduct external public relations: with news media, 
success stories, scholarships, student plans. S^eak to groups. 

Keep in touch with graduates on Job placement. 

Make conplete check of available training sites. Inform all students 
on how to contact you during the sunmer. 

Hold alimni meeting. 

Place students. 



1. 
2. 

3. 




4. 
5. 

6. 
7. 
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Appendix A 



Pre-Employment 
Competencies 



o 

ERIC 



Pre-Employment Conpetency Areas 
and Specific Competencies 



Gbnpeteiuqf ArMt Career 
Decision-Mdciiv 



Specific Ooflopetencies - 
Clierit if able tot 

SalfiAsttimBoL - Assess 
values, identify skills, 
describe obstacles to 

enployinsnt 

identify career clusters 
and Job duties 

LfthQP Miplfflt Infowmttftn. 



Describe current local 
market, growrth 
occupations, relate 
career choice to local 
labor market 

Select an appropriate 
career goal , knew how 
skills could be used in 
other jobs, plan for 
career goal and develop 
specific steps 
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Qnpetenoy Areat Life/ 
TIbrk Muiagement 



Specific Gbrapetencies - 
Client is able tot 

Ragpongibinty - Provide 
for basic needs, 
transportation and day 
care* Vnt consunsr 
skills, manage mon^. 
Be amare of cnployer's 
expectations regarding 
substance abuse* 



Problam SQlviny/Qapiny - 
Identify a problem, get 
more information, 
analyze it, develop 
alternatives, select a 
course of action, 
persevere through 
obstacles 



Gbmpeteney Areat Job 
(fettiiv 



%>ecif ic Cbn{>etencies - 
Client is able tot 



Jhb SMifing - Identify 
Job opportunities 



Begima and 

AppHttatfong Gbnplete 
an application and a 
resums 



Qontagt grnin - antact 
employers by phone, 
letter, or in person 



Interviawlng - Schedule, 
prepare for, complete, 
and evaluate an inter-* 
view 



CDoqpetency Areat Vbrk 
Maturity 



Specific (Jbmpetencies - 
Client is able tot 

Dipftnd>MHfy/ll»Hiibmty 

Hhintain an acceptable 
record, maintain 
punctuality, give notice 
of interruptions, 
demonstrate reliability, 
follow rules of the work 
place 



Chfiniinlefltion Skills - 
Follow instructions, ask 
for clarification, use 
listenit« skills 

Maintain positive 
attitudes toward others, 
accept supervision and 
criticism, cooperate 
with others and accept 
chain of comnand 

Initiativfl/Produetivlty - 
Organize time effective- 
ly, be responsible, care 
about the quality of work 

Vhrk^r Rights - Uiderstand 
use of tax forms, employee 
benefits, legal rights and 
responsibilities of the 
work place 
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Appendix B 



Sample Needs 
Assessment 



Community Expertise Survey 



Cbmninity: 



D&te Prepared:. 



Name 



0) 
0) 
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List Area 
of current 
or Last 
Work 



Last 
Degrees 
(High 
School 9 
Bachelors 9 
Masters) 



List Any 

Individual 

Vferk 

Experience 



List 

Nunher of 
Years in 
Present 
Area of 
Work 



List 
Hobbies 



Cbmnents 
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Employer Survey 



Biekgrouiid Information 

1. Title or position of person ccnpleting this survey. (Check one closest to 
your title.) 

President or CEO 

V-P Industrial Relations 

Personnel Manager 

Hnan Resource Director 

Biployment and IVaining Manager 

Other. 

2. Wiat is the approximate niinber of cnployees in your firm during the last 12 
months? (check one) 

under 20 250-999 

20-99 1,000 plus 

10-249 

3. Describe your firm 



What is Your Opinion of Vocational Education? 

1. Students often are given the grades A, B, C, D, and F (Fail) to denote the 
quality of their work. Suppose high school vocational educatioi in your 
ccnminity ytere graded the same way. Mhat grade would you give high school 
vocational education? (check one) 

A D 

B F (Fail) 

C No cpinim 



2. What grade would you award postsecondary vocational education? (check one) 

A D 

B F (Fail) 

C No opinion 



3. If you assigned a grade below A, vyhat are the most importrjit things high 
school or postsecondary vocational education has to do to inprove its grade? 
(check three) 



High Post- 
:iClK2ai Secondiipy 



Increase the ninber of different kinds of vocational 
programs . 

lt>date vocational programs. 

Inprove opportunities for minorities. 

Insure that individuals Yvho do not go on to college 

have access to vocational education. 

Provide work experience for vocational students. 

Actively support economic development in the 

comnunity. 

Inprove placement efforts. 

Stress teaching of basics (reading, writing and 

arithmetic). 

Involire ennployers more in vocational progranming. 
Increase collaborative retraining efforts with 
industry. 

Other suggestions: 



4. Considering new enployees who work in the same types of jobs, how rmch 
on-the-job training is required by those with a vocaticmal education 
background as conpared to those without such training? (check one) 

More training 

Same amount of training 

Less training 

Dm^t know 



5. For a job reqMiring less than a four-year colege degree, would you hire a 
vocational education graduate rather than a nonvocational graduate (all else 
being e^ial: age, sex, training, experience, etc.)? (check one) 

Yes 

No. Why not? 

DonU know 
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Ways Your Firm May Wark With Secondary and Postsecondary Vocational Education. 

Assune there are no legal constraints with local statutes or union contracts: 
(check one per question) 

Already 
Xea. Have 

1. Would you be willing to allow your 
eqiipment to be used on your premises for 

public vocational education training programs? 

2. Vfeuld you be willing to provide 

wrk experience for vocational education 
students? 

3. Would you be willing to provide work 
experience for vocational education instructors 
such as a sinner job to help them maintain 

up-to-date skills? 

4. Would you be willing to provide work 
experiences for guidance counselors to 

increase their awareness of the world of work? 

5. Would you be willing to allow one or 

more of your anployees released time to teach 
vocational education courses? 

6. Would you be willing to use vocational 

education to retrain your experienced workers? __ 

What Do You Think Vocational Education Should Be Doir«? 

Several changes are under consideration in vocational education. For each of 
undecideST P"^***^®^ changes, indicate whether you agree, disagree or are 

ag£fi£ DisagreP UndeeidPri 

1. Increase aiplqyability skills 
training (job attitudes, interpersonal 

relations, etc.) at the high school level. 

2. Increase vocational education 

courses in caimunity or junior colleges. 

3. Expand use of private sector 
personnel as resources for vocational 
education classrooms. 
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Agree I2UAg£fi£ "ndeeided 



4. Increase basic skills training 
(reading, Vii'iting and arithmetic) at the 
high school level. 

5. Increase the in-class hours for 
job skill training. 

6. Insure that adults have access to 
training for reentry skills for the job 
market . 

7. Increase employers* involvement 

in the evaluation of vocational education 
programs. 

8. Expand use of public vocational 
education funds for training/retraining of 
cnployees at the job site. 
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student Preference Survey 



Name 



Sex: Male Female 



Last 



First 



Initial 



Address 



Phone 



School 



Qrade 



Counselor 



Please print information as requested at the top of this sheet. Ttie 
following questions are about your educational and career plans. Each 
question is important. Your answers will be used to help you understand 
your educational and career goals and to provide you with information about 
appropriate careers. Read each question carefully and answer it as best 
you can. You are to mark only one answer for each question unless the 
directions tell you to mark more than one answer. To indicate your choice 
simply circle the nunber in front of your answer. 

A. The following courses of study are offered inmost high schools. % 
present course of study is (circle one or mDre) 

1. General Education/Basic Skills 

2. Clerical 

3. anall Busines Management 

4. Fine Arts 

5. Food Service 

6. Home Economics 

7. College Prep. Math/Sci races 

8. College Prep. English/Social Sciences 

9. subsistence Living/Survival Skills 

10. Power Mechanics 

11. Construction 

12. Other ^ 

B. Dm of the following types of work which are of most interest to me at 
this time are: 

1. Artistic (creative work involving design, color and materials 
or the performing arts such as music, drama or dance) 

2. Clerical (work involving precision, order and accuracy) 

3. Conputational (work involving mathenatics or ntmbers) 

4. Health Services (work involving health care of people or 
animal) 

5. Literary (work involving reading and writing) 

6. Mechanical (work involving machines and tools) 

7. Oitdoor (work that keeps you outside most of the time) 

8. Persuasive (work involving sales, advertising, and/or public 
relations) 

9. Scientific (work involving discovery, understanding and problem 
solving in nature and the physical world) 

10. Social Service (work involving helping other people) 
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C, 1Wt> of ny strongest aptitudes or talents are: 

1. General learning (closely related to doing well in school) 

2. Verbal (ability to work with and understand written and oral 
information) 

3. Nimerical (ability to work well with nuit>ers and nnthemtics) 

4. ^tial (ability to picture something in ny mind from a drawing) 

5. Form perception (ability to see iniwrtant details and differences) 

6. aerical (ability to work well with details in nuifeers or words) 

7. Eye-hand coordination (ability to make a movement respmise 
accurately and swiftly) 

8. Finger dexterity (ability to work with small objects rapidly) 

9. Manual dexterity (ability to move ny hands easily and skillfully) 

D, How sure am I that ny respmses to question "C really are nw strongest 
aptitudes. 

1. Certain 3. Uncertain 

2. Pretty Sure 4. Very Uncertain 

E, I would like a career with the following job characteristics: (circle 
FIVE of those you would like) 

1. Involves a high level of responsibility - makes key decisions 
involving property, finances or human safety and welfare 

2. Directs activities of others - work involves supervisory 
resp<msibility 

3. Wsrks under close supervision - job performance and work standards 
controlled by a supervisor 

4. Has repetitious work - performs the same task on continuing basis 

5. Ooopetes with other people on the job for recognition and 
advanconent 

6. Works with details on a continuing basis - may be numbers, written 
materials or technical data 

7. Sees the physical results of work - produces a tangible product 

8. Has an opportunity for self-expression - freedan to use one's am 
ideas 

9. Helps people - assists people in a helping relationship 

10. Works independently - requires initiative, self-discipline and the 
ability to organize 

11. Works as part of a team - interacts with fellow enployees in 
performing work 

12. Work re^iires physical stamina - involves continued lifting, 
standing and walking 

13. Works overtime or shift work - hours other than normal, daytime 
shifts ' 

14. Works with ideas - uses Intel ect to solve problems 

15. Works with people - requires a pleasing persmality and ability to 
get along with others 

16. Works with things - job generally requires manual skills 

17. Works at one work setting - generally confined to work area 

18. Has jobs widely scattered - jobs are located in most areas of the 
United States 

19. Motivates others - must be able to influoice others 
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¥. Based upon facts I have now, ny plans for the future are: 

1. Tb graduate fron high school and go right to work with no further 
education 

2. lb join the armed forces 

3. Tb enter an apprenticeship program 

4. Tb get futher training at a trade, technical or business school 

5. Tb coiplete a junior college program involving two years of 
training or less 

6. Tb start a junior college then transfer to a four year college 

7. Tb go right to a four year college or university 

8. To attend more than four years of college 

C. Some high school students go to a boarding school as they can take 
special courses. Vllbuld you be willing to attend a boarding school if 
the vocational courses you wish to take were not offered at your 
school? Plese circle your answer. 

1. Yes 2. No 

H. Do you feel that correspondence courses wouiu oe a good supplement to 
your high school program? 

1. Yes 2. No 

If Yesy list courses 



I. Cbuld the Rural Student Vocational Program (two-week work experience 
program based in Anchorage, Fairbanks and Juneau) be of benefit to you 
in your career objective? 

1. Yes 2. No 

How 



J. atould people in your catmunity be used as teachers for the Vocaticmal 
classes? 

1. Yes 2. No 

K. Please note your need at this time for help with educational and career 
planning: 




1. Need considerable help in figuring out what I am going to do 

2. Have seme things planned but could use additional help 

3. Do not need additional help at this time as plans are pretty clear 
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L. I estimate ray grades since 8th grade to be: 

1. tt>8tly A's 

2. Mostly A*s and B*s 

3. Mostly B's 

4. Mostly B*s and C*s 

5. IMostly C's 

6. Mostly C*s and D*s 

7. Mostly D's 



You probably have seme idea of the oecupation(8) you would like to enter. 
Please select your first and second choices (TWO CNLY) from the 126 
occupations listed by placii^ a "l" in front of your first choice and a •»2'» 
in front of your second choice. If the occupation(s) in v^ich you are 
interested are not listed, please pick related occupation(s) or lace an **X" 
in the box narked •'other'* and wite in the occupation(s) you prefer. If 
you do not have any idea of the occupation you would like to enter, please 
place an "X" in the box marked "undecided." 



BUSINESS iSND OliMBO 

Accountant 

JVdvertising Worker 



Auto Salesperson 

Automobile Parts Cbunterperson 

Bank Teller 
__JBodckeeper 

jGashier 

Clerk Typist 

__C3onputer Operator 

Hotel aerk 

Insurance Agent 

_JKeypunch Operator 

Bfcnuffloturing Salesperson 

Pers<mnel Worker 

Purchasing ^ent 

Real Estate Salesperson 

__JReceptiOTist 

Restaurant Manager 

Retail Sales Clerk 

Secretary /Stenographer 

Stockbroker 

Telephone Operator 

APPLIED AND PQiFCEMING ARTS 

Actor /Actress 

O onrnergUl Artist 

D ftnopr 

Interior Designer 

Interpreter/TVanslator 

__Newspaper Reporter 

lii thographer 

_Jt)del 

Music ian/Misic Teacher 

Photographer 

Photographic Laboratory Tech. 

^Professional Athlete 

Radio and Television Announcer 

^Technical Writer 



AORICULHIiE AND OQNSERVATICN 

A nimal Ke^er 

Crop and Fruit Grower 

Livestock and Dairy Farmer 

^ish and Game Ward«i 
'isher 
forester 

forestry Technician 
.Gardner/Grounds Keeper 



SKIIUS) TBMJES AIO REPAIR 




ir Cbnditioningy Refriger- 
ation and Heating Mechanic 

Ircraft Mechanic 
A pplinnop Serviceperson 

Autonobile Body Itepairperson 

Autonobile Mechanic 
__Autanobile Painter 

Automobile Transmission 

Repairperson 

Brick Layer 

^Business Machines 

Serviceperson 

jGarpwter 

Cm^nt Mason 

!£lectrician 

Equipment Operator 
H eavy Equipment Operator 

Industrial Machinery 

Repairperson 
iin^erson 

Oar Get-Ready Person 
B fcehinist 
_Jkbtorcycle Mechanic 

Painter 

Plumber 

Television and Radio 

Repairperson 
^Welder 
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FIBLIC SSiVIC&S 



HEAUIH SERVICES 



Air Traffic Cbnt roller 

Airline Pilot 

__^irline Stamtrd/Stewardess 
Bw>"ty Operator 

3U8 Driver 

.Clergy /Rel igious Worker 

_Cbok/Chef 
___C6unselor 
custodian 

Pirafightor 

OBiB Station Attendant 

Jfcme Economist 

JLawyer 

liibrarian 

Military Service 

Nursery School T\eacher 

Pblice Officer 

Probation Off icer /Parole i^ent 

PgyoholngtHt 

Jleereation Worker 

Social Worker 

____Teacher 

Truck Driver 

^Wfti ter /Waitress 

BI3INEBEUN3, SCIQITIFIC AND 



_J)ental Assistant 
__Dmtal Hygienist 
__J)entist 

Hospital Adninistrator 

_A)8pital Attendant/Nurse Aid 
Lieanand Vocational Nurse 
Jfedical Assistant 



__Jiedical Laboratory W)rker 
__jOGcupatianal Iherapist 

Optometrist 

__JPhannacist 

Pliiysical Therapist 

Physician/Doctor 

__Jtegistered Nurse 

Veterinarian 

_JC-Ray Technician 



jOther 



.Undecided 



-__Architect 

Biologist 

.Chemical Engineer 

Chemist 

Civil Engineer 

__OoqE>uter Progranmer 

J^aftsperson 

Electrical Engineer 

_^ineering/Science Technician 

___Abthemat ic i an 

Mechanical Engineer 

Oeeenographer /Marine Biologst 

Surveyor 

Systems Analyst 



Appendix C 



Program 
Approval 
Forms 



District Vocatloml Iducatton Profram Application 

i Pmr ipt l i ii M i n i A 



O iwr»< m Fm i H A** «Mi t ctpy o( «mIi 'Xoynt Owu»Uwi Fuim V 
Omet AAA m4 VmM fteitfon. RmIr m ctmplMi cepf In dit Imh 



and dit irnDunM 
dw p^o^mn IB tliQ 



awpifty m «^**^«nm^Coira Ovcrl^iiM" [Hnm A «id t) fir «di vocMtonri irtucitfow pro^ your 



Tali ■ wl IM^^^ta 



I. V< 
1 



TICtot 



wtthln Tlita 

(Uk coum Mm in ordar dwy vt co b* 
bf dit scudanci.) 
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District VocatloiMl Mucatloii Profram Ap|»:i««t«Mi 








prm V 


1. 






. "' ' — ^' 


2. 


(Ddtft 


Pomi A) 




3. 








4. 


Tocil Hoyrt of NwCf MiUwi 


(HuR aquil on« somtic 


ar or mora for vocatioral approve.) 


1 


Un in itos whm cMi CM 


iTM it to btt offMiad: 




4. 


Miiof dImm of ImtnictiofM 
«viaBbto to tMdi thli cclur 


il oquipiwont (unit cost of $300 or mora) thst m ro^lrad and 


7. 


COUTM OutNlMS 

(Nott; lh% folowinf form is a su||WMd fonntt; dfatoict fmy subtchcutt tWr own formtt if th« 
foMowinf Information is inchidtd.) 




Maior Intcrucdonal Unto 


InoonictionaJ Obfoctlvoa 


StudMic Compotondotr'Outcomot 




VOS-223 t2d 
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cipnr)rES pho™«titlrs 



01 Agribusiness and Agricultural Production 

01.02 Agricultural Mechanics 

01.03 Agricultural Production 

01.05 Agricultural Services and Supplies 

01.06 HDrticulture 

03 Renewable Natural Resources 

03.01 Renewable Natural Resources 

03. U3 Fishing and Fisheries 

03.04 Forestry Production and Processing 
03.06 Wildlife Management 

C9 Business and Management 

06.04 Business Ackninistration and Management 

06.18 anall Business Management and Ownership 

07 Business and Office 

07.01 Accounting, Bookkeeping, and Related Programs 

07.03 Business Data Processing and Related Programs 

07.06 Secretarial and Related Progrttns 

07.07 IVping, General Office and Related Progrons 

08 Marketing and Distribution 
08.07 Gbneral Marketing 

08.11 llransportation and Travel Marketing 

12 Consumer, Personal, and Miscellaneous Services 

12.04 Cosmetology 

15 Engineering and Engineering-Related Technologies 

15.02 surveying and Mapping 

15.03 Electrical and Electronics Technologies 

20 Vocational Heme Economics 

20.02 Child OEire and Guidance Management and Services 

20.03 Clothing, Apparel, and Textiles Management, 
Production, and Services 

20.04 Food Production, Management, and Services 

20.05 Home Furnishing, and Equipment Management, 
Production, and Services 

20.06 Institutional, Home Management , and Simporting 
Services 

43 Protective Services 

43. u2 Fire Protection 

46 Construction Trades 

46.02 Carpentry 

46.03 Electrical and Power TVansmission Installation 

46.04 Building Maintenance 
46.99 Construction Trades, Other 
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47 Mechanics and Repairers 

47>01 Electrical and Electronics Equipment Repair 

47.04 Miscellaneous Bfeehanics and Repairers 

47.0 6 02 Aircraft Mechanics 
47.0603 Automotive Body Repair 
47.06 04 Aitomotive Mechanic 
47.0605 Diesel fiigine Mechanic 

47.06 06 Snail B^ine Mechanic 

48 Precisi<M) Productim 

48.01 Drafting 

48.02 Q'aphic and Printing Cbmnini cat ions 

48.05 Weldir« 

48.07 Mbodvtorking 

49 Water IVansportation 

49.03 Qamnercial Fishing Ot>eration 



Appendix D 



Sample Training 
Agreements 



Cooperative Vocational Education 
Training Agreement 



By this Agreement the will permit 

Cnraining Agency) 

— , to enter its establishment 

(Student Name) 

for the purpose of securing training and knowledge in 

(Job Title) 

and c^nrolled in • 

(Related Qass) 

All persons concerned jointly agree to the following conditions: 

1. That the training will extend fran , 19 

to , 19 , days per week. 

2. That the student trainee and the training agency will have a 

probation period of weeks. At the end of this period the 

student trainee, training agency, or the teacher-coordinator may 
terminate this agreement. 

3. The student trainee will divide his/her time: hours in 

school; hours on the job. 




4. The student trainee will be supervised by: 

(Name) 



in school? on the job. 

(Name) 

5. The training agency agrees to cooperate with the 
teacher-coordinator in working out a training plan for the student 
to follow during the year. 

6. The school will make provision for the student to receive related 
and technical instruction in the above occupation. 

7. All complaints shall be made to and adjusted by the 
teacher-coordinator . 

8. The training agency is responsible for meeting State and Federal 
regulations in regard to hours, wages and occupational hazards. 

9. The student trainee may work after 4 p.m. and/or on Saturdays if 
arranged with school and the training site. 
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10. 



11. 



13. 



■pie student promises to abide by all implied and stated terms 
included in this memorandim. The student shall be bound during 
the on-the-job period by the ordinary school regulations. The 
parent or guardian shall be responsible for the conduct of the 
student while in training. 

The student will not work at the training site on diys not in 
attendance at school, (applies only to norn»l school days) 



12. Beginning wage for the student will be 



per hour. 



It shall be the policy of this agency/organization to accept and 
place Cboperative Vocational Education students without regard to 
race, color, religion, creed, national origin, sex, mental or 
physical handicap. 



SIGMS)t 



(Biployer) 



(Student) 



(Teacher-Cbord i nat o r ) 



(Parent or Guardian) 



On-the-Job Training Program 
Training Agreement 



By this agreement the will permit 

(IVaining i^ency) 

_ to enter its establishment 

(Student Name) 
for the purpose of securing training and knowledge in 



(Job Title) 

All persons concerned jointly agree to the following conditions: 

1. That the training will extend fron , 19 

to , 19 , days per week. 

2. lhat the student trainee and the training agency will have a 

probation period of weeks. At the end of this period the 

student trainee, training agency, or the OJT Cbordinator may 
terminate this agreement. 

3. The student trainee will divide his/her time: hours in 

school; hours on the job. 

4. The student trainee will be supervised by: 



in school; on the job. 

(Name) 



(Name) 



5. The training agency agrees to cooperate with the OJT Cbordinator 
in working out a training plan for the student to follow during 
the year. 

6. The school may make provision for the student to receive related 
and technical instruction in the above occupation. 

7. All conplaints shall be made to and adjusted by the OJT 
Coordinator. 

8. The training agency is responsible for meeting State and Federal 
regulations in regard to working conditions, including acceptable 
safety standards. 

9. Bnnployment of students cannot have a detrimental affect on their 
education. 



ERIC 



85 



74 



10. The student promises to abide by all implied and stated terra 
included in this memorandum. The student shall be bound during 
the on-the-job period by the ordinary school regulations. The 
parent or guardian shall be responsible for the conduct of the 
student while in training. 

11. The student will not work at the training site on days not in 
attendance at school, (applies only to normal school diys) 

12. Payment to enployer or employee, if any, is . 

13. It shall be the policy of this agency/organization to accept and 
place OJT students without regard to race, color, religion, creed, 
national origin, sex, mental or physical handicap. 



SICKQ): 



(IVaining ^ency) 



(Student) 



(OJT Cbordinator) 



(Parent or Guardian) 
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Training Agreement 

The agrees to have 

Training ^ency Student 

to enter its establishment for the purpose of gaining practical knowledge 

and experience in the occupation of from 

Beginning Date 

to , This training will be in accordance with the general 

Closing Date 

training outline and the following conditions: 

1. The student, while in training , shall be deemed a trainee and shall 
progress from job to job in order to gain experience. The time 
schedule, as indicated in the training plan, shall be followed as 
closely as possible. Safety instruction shall also be included on the 
training outline. 

2. The training agency will provide not less than ten hoitrs per week of 
training. 

3. The school may provide instruction in the technical and related 
subjects. 

4. Reimbursement may be made to employer to replace materials and/or time 
when productivity of student is less than training time spent by 
enployer . 

5. The trainee will adhere to all rules and regulations of the training 
agency, and make every effort to report for work promptly. In the 
event of illness or emergency, the trainee must notify the employer and 
the OJT Coordinator inmediately. 

6. If for any reason it is necessary to terminate a student, a conference 
between the onployer, student and OJT Cbordinator must be held prior to 
notification of termination. 

7. The enployer agrees not to hire the student trainee on a full-time 
basis during the period of this agreement except by permission of 
school officials. 

8. Employer Hgrees to provide acceptable safety standards. 

9. fiiployment of students cannot have a detrimental affect on their 
educat ion . 



OJT QoordinAtor 



Student 



Parent or QiAfdian 
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from Qiidelinea for Cftpptfrflfiyf 
Vogfttional EdtinatiQn in CQfrrmnity 
Cbl leges f Coordinating Cbuncil 
for Occupational Education, State 
of Washington. 



OJT Program Student-School 
Training Agreement 

School Name j^^^ 



Distribution 

Student 

Parent 



Cbordinator 



High School School District 

Student's Name. E*ite_^ 

I AOffiE TO ^lEE 3Sr THE BXLOWING OCNDmCJNS: 

1. To drop all activities which interfere with ny successful caipletion of 
education and training in the on-the-job training progran 

2. lb maintain proper personal appearance requirements of the job 

3. lb be in attendance as required unless excused by the OJT coordinator 

4. lb maintain proper behavior required for learning to occur for iwself 
and others ' 

5. lb maintain proper business conduct at all times 

6. lb abide by any and all rules and regulations, practices and procedures 
of the OJT progran not specifically stated above 

7. lb provide ny own transportation to location 

IWraiCTAND TH\T W , 
^^T^NMSr BEING IBCPPH) FKM THE FBOOBm AT THE DISCRETICN CF THE OIT 



SKKQ) 



Student 



I have read and understand the above agreement ny son or daughter has 
entered into as a pre-requisite to acceptance into the OJT progran of 
vocational education and training. I grant permission for ny son or 
daughter to live up to the terms of this agreement. I under stpjid that my 
son or daughter is enrolled in a high school training progran and will 
receive no financial reward during instructional hours. 



SICNH) SIGNS) 

Coordinator Parent or Guardian 



TATE. 
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Appendix E 



Sample 
Training 
Plans 



Coop Training Ran 



T^e will permit from 

(Name of Business Firm) (Name of Student) (Name of School) 

to enter their establishment as an enployee under the supervision of ^ for 

(Name) 

the purpose of gaining knowledge and experience in the occupational area of 

(Job Title) 

INSIHUCTICNS: Oieck whether Learning Activities are to be accomplished on- job CR in school • Cbmnents/ 
assignments and evaluation to be made accordingly. 



Time for 


Learning Activities 


On-Job 


In School 


Cbmnoents/ 


Evaluation 


Activity 








Ass ifimments 

















Signed: 

Bnnployer Student OJT Cbordinator Parent or Guardian 



OJT Competency Training Plan 



aXRSE TITLE D\TE 

VHCRK SITE CIP CODE 

STODBOT AGE 

SCHXL YR. IN SCHXX WIE FEMALE 

Overall Goal: 





E^rmiED HXRS 


EATE CF 


O^MPEIENCIES NEITJR) TO 


OP LE/«NING 


OaVIPEIENCSf 


ACHIEVE HE OVERALL OBJECTIVE 


TIME 


ACHIEVEMENT 


The student will be able to: 






Signed: 







Student Date Parent/Guardian Date 



Biployer/Comnunity Volunteer Date OJT Cbordinator Date 
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OJT Training Plan and Student 
# Progress Report 



OXRSE Trn£ 



Nui Asai^ttant 



lATE 



VOK SITE 



CIP QUE 17,0602 



ACE 



socx 



YR. IN SCroOL 



Overall Oonvetency: The student will be able to perfcnn those skills of a 
nursas' assista-it. Hiese skills include: taking x-rays, preparing for 
exams » and taking blood counts. 



OGMPEIENCIES NEHKD TO 



The student will be able to: 

1. Direct patients to exam :om - basic hx 'I illness; 

2. Take temperature, pulse, and blood pressure; 

3. Kicw hypodermic injection technique; 

4. Set up for minor surgery; 

5. Know initial care of accident victim; 
6« Assist in minor surgeries; 

7. Use aseptic techniques; 

8. Qire for surgical instruments - including 
steril ization; 

9. Gare for the o^ntral supply area, x-ray department and 
maintenance i^jtn; 

10. Develop x-rays; 

11. File x-rays; 

12. Take the following x-rays: chest, hand, finger, arm, 
ankle, foot, toes, knee, KIB, skull series, and elbows; 

13. Do laboratory work: use cell counter at hemoglobin 
meter, hematocrit deternmotion; 

14. Do routine urinalysis; 

15. Care for lab instruments. 



ACHIEVE THE OVERALL CBJECTIVE 



D ME OF 
ODMPEIENCY 
ACHIEVFMKOT 



• 
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OJT Training Plan and Student 
Progress Report 

OXRSE TITLE nierk, Typ ist lATE 

W3K SHE CIP CODE 07.0702 

snmir age 

SCHXL YR. IN SCHOGL MALE FEMALE 



Overall Oonpetency: Tie student will be able to demonstrate to the 
satisfaction of the trainer those skills reequired of a clerk/typist in this 
office. 



a3\«PErENCIES NEH)ED TO 
ACHIEVE THE OVERALL OBJECTIVE 



The student will be able to: 



DATE OF 
ODMPEIENCY 
ACHiEVgyiRNrr 



1. Report for training on a punctual basis; 

2. Give proper notification of absences from training; 

3. Establish a proper, business-like relationship wit*^ the 
supervisor and other office personnel; 

4. File numerically; 

!>• File alphabetically; 

6. Demonstrate proficiency in typing skills; 

7. Type correctly the forms used by the office; 

8. Type the docuiients used by the office; 

9. Type correspondence correctly; 

10. Use the calculator; 

11. Conpile information correctly using files and other 
records; 

12. Post information properly; 

13. Use correct follow-up procedures; 

14. Use correct telephone techniques 

a. Answering the phone; 

b. Taking messages; 

c. Obtaining informati<xi by telephone; 

15. Greet the office guests and give them basic 
information; 

16. Record incoming and outgoing mail; 

17. Dress proprrly for the office situation. 
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OJT Training Plan and Student 
0 Progress Report 



ODWtSE TITLE General St ore OpprAtior. 
VCRK SITE 

sricen' 

SCHXL 



TATE 



CIP CODE 08.07QS 
AGE 



YR. IN SCHXL 



MALE 



FBVIALE 



Overall Competency: The student will know the general operations of a 
grocery store. 



CEMPEIENCIES NEEIffl) TO 
ACHIEVE THE OVERALL CBJECTIVE 



The student will be able to: 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9, 



Receive incaning stock; 

Order stock; 

Stock shelves; 

Price articles; 

Keep daily inventory control; 

Stock refrigerated food cases; 

Tally customers purchases in cash register; 

Make change; 

Bag groceries. 



lATE OF 
OOMPEIENCY 
ACHIEVFMRMT 
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OJT Training Plan and Student 
Progress Report 



CDtRSE TITI£ Sales CAt^rU 



lATE 



VCRK SITE 



CIP GCra; 08.0706 



siuraNT 



SCHXL 



YR. IN SCHXL 



MALE Fmh]£ 



Overall Competency: 



OaWPEIENCIES NEHDH) TO 
ACHIEVE THE OVHIALL OBJECTIVE 



n\TE CF 
ODMPEIENCY 
ACHIRVFMRNT 



The student will be able to: 

1. Order merchandise; 

2. Keep shelves stoclced with ^archandise; 

3. Price articles; 

4. Prepare inventory of stocI<; 

5. Tally customers purchases in cash registe"*; 

6. Make change; 

7. Wrap or bag merchandise. 



S5 



OJT Training Ran and Student 
Progress Report 



OXRSE Trn£ Body A Pantter Repair 

MCRK SHE 

SroCEOT 

SCHXL 



EATE 



YR. IN SOOCL 



CIP CXm 47.Q6fl3 

AGE 

MALE FHVIALE 



Overall Oonpetency: Hie student will be able to do all types of body work 
refinishing and reconstructing. 



OOMPEIENCIES NEEIM) TD 
ACHIEVE THE OVERALL CBJECTIVE 



The student will be able to: 



1. 

2. 
3. 
4. 
5. 
6. 



Remove dents using the proper tools for a specific 
job; 

Expand metal using proper care and ju<^ment; 

Pull dents using the proper tools; 

Mix, apply and smooth out putty; 

Da light sheet metal welding; 

Prin.e, repaint and touch up automobile finishes. 



TATE CF 

oaviPEiEicy 

ACHIFVBVTOJT 
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OJT Training Plan and Student 
Progress Report 



CXXSSE TITI£ fealer EATE 



VCRK SITE CIP OCDE 03.0405 

Snm.T AGE 



SOCCL . YR. IN SCHXL MALE FHWALE 



Overall Competency: The student will be able to operate on a beginning 
level as a log scaler. 



CCMPEIENCIES NEHM) TO 
ACHIEVE THE OVERALL OBJECTIVE 



The student will be able to: 



D\TE CF 
CDMPEIENOf 



1. Rec(^nize different species of logs; 

2. Use the scaling stick correctly to measure diameter; 

3. Use the scalers tape correctly in determining 
accurate lengths of logs including trim; 

4. Use the proper scaling arrangement of every log; 

5. Use the codes for defects and fill out a scaling 
ticket properly; 

6. Determine the various defects in a log and how they 
apply to volume and grade by species; 

7. Scale logs within the allowable limits of the 
+ or - 536 net seal**; 

8. Use the Scribner Decimal "C" Sea. a Pule; 

9. Use safety procedure in scali.ng; 

10. Pass written scalers test. 
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OJT Training Plan and Student 
# Progress Report 



CDtRSE TITI£ Be tail SalM Manngement 



DVTE 



WCRK SITE 



CIP CODE 06,1401 



STODQiT 



AGE 



SCHXL 



YR. IN SCHXL 



FBVIALE 



Overall Conpetency: The student will demonstrate those skills necessary for 
a person to become an assistant nanager in a retail store. 



The student will be able to: 

1. Develop signs for in-store advertising; 

2. Develop newspaper advertisements consistent with the 
policy of the store; 

3. Make sales; 

4. Use the following forms skillfully; refunds, receipts, 
I.C.A., return registers, order forms, red-line 
adjustments, guarantees for tires and batteries, gun 
registration forms, electronic equipment and tire 
registrations; 

5. Handle all frieght procedures skillfully: check-in, 
returns, and freight claims; 

6. Inventory; 

7. Use human relations skills: telephone conversations, 
and handling coiplaints; 

8. Use skill in the following cash procedures: making 
change, ordering change, accepting checks, handling 
credit applicaticms, handling credit approvals, and 
handling credit ratings; 

9. Cbmpute hourly earnings; 

10. Calculate the payroll taxes; 

11. Compute the business taxes; 

12. Write checks; 

13. Determine when merchandise must be paid for to take 
advantage of discounts; 

14. Understand the business expenses called Qverhea<j ; 

15. Qress properly; 

16. Report for training on a punctual basis; 

17. Rfeke arrangements for absences from training before 
the reporting time. (24-hour advance notif icatiw oi 
absence) 



ODMPEIQJCIES NEHffl) TO 
ACHIEVE THE OVERALL CBJECTIVE 



TATE OF 
COMPEIENCSr 
AQHEVEMRWr 
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OJT Training Plan and Student 
Progress Report 



OXBSE TITLE Niirses^ Aide TATE 



WUK SITE CIP ODDE 17.0602 

SIUDENT A(J. 



SCaXL YR. IN SCHXL VALE FEMALE 



Overall Competency: Ttie student will be able to perform those skills of a 
nurses* aide in a convalescent home. 



OaVIPEIENCIES NEH3H) TO 
ACHIEVE THE OVERALL OBJECnVE 



The student will be able to: 



DfVTE OF 
GDMPEIENCSr 
ACHIEVBVEW 



1. Dress properly; 

2. Use correct handwe^shing technique to prevent the 
spread of disease dm one person to another; 

3. Help a woman patient take care of her hair; 

4. Keep the patient^s room in a clean and orderly 
appearance; 

5. Khow the correct fire procedure; 

6. Strip, wash and make a bed; 

7. Oare for the flowers of a patient; 

8. Serve food to a patient; 

9. Move a patient; 

10. Help an ill person walk; 

11. Sterilize bed pans and urinals; 

12. Give a back rub; 

13. Give a person a bed bath; 

14. Help a patient shave, comb his hair, clean his teet^, 
care for his nails, and dress and undress; 

15. Assist a patient during a tub bath; 

16. Assist a patient during a shower; 

17. Install a foot board and rails on a patient^s bed; 

18. Adnit a patient to the convalescent home; 

19. Discharge a patient from the convalescent home; 

20. Describe the procedures to follow when a patient dies; 

21. Take the blood pressure of a patient; 

22. Give a patient an enema; 
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OJT Training Plan and Student 
Progress Report 



OXRSE TITLE Tuxiderny 

WaK SITE 

SIUDEm' 

SCHXL 



EAIE 



'JL, IN SCHXL 



CIP ODDE 01.0499 
AGE 



Overall Competency: Hie student will have the knowledge and skill to mount 
any animal or bird. 



OGMPEIENCIES NEQ£D TO 
ACHIEVE THE OVERALL OBJECTIVE 



TATE CF 
ODMPEIENCY 
ACHIEVEMENT 



The student will be able to: 

1. Skin and apply preservatives to small animals and 
birds; 

2. Build body form from measurements taken on skinning of 
animals and birds; 

3. Apply the hide to the finished form; 

4. £b the necessary procedures to mount medium sized 
animals and birds; 

5. Do complete wall head mounts; 
B. Do rug mounts with open mouths; 

7. £b rug mounts with closed mouths; 

8. £b complete body mounts of large animals. 
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OJT Training Plan and Student 
Progress Report 



OXRSE TITLE 

WIK SITE 

STODQ^T 

SODCL 



I>afting 



D\TE 



CIP OCDE 4S.Q1Q1 
AGE 



YR. IN SCHXI 



Overall Oonpetency: The student will have developed those skills of a 
draftsperson at the entry level. 



OOMPEimJIES NEBDH) TO 
ACHIEVE TOE OVERALL OBJECTIVE 



The student will be able to: 



1. 
2. 

3. 
4. 
5. 
6. 
7. 

8. 
9. 

10. 
11. 

12. 

13. 
14. 
15. 
16. 
17. 



Name the drafting equipment as it is displayed; 
Da basic exercises with ease using the drafting 
equipment; 

aiow skill using the straight edges and pencil; 
aow skill using the straight edges and ink; 
Shew skill using the curves and the pencil; 
Show skill using the curves and ink; 
aiow skill using the straight edges and curves in 
ink on nylar; 

aow skill using the Leroy Lettering Set; 

aiow skill using the rapidograph pen with straight 

edges and curves on paper and on nylar; 

Burnish on numbers and pattern sheets; 

Demonstrate the proper handling and care of all 

equipment; 

Describe the types of maps used oy the Planning 
Gonmission; 

Read steriographic pairs; 

Demonstrate survey skills; 

Demonstrate map construction and c.cwing; 

Show familiarity with engineering drafting; 

Show familiarity with design drafting. 



TATE OF 
ODMPEIENCY 
ACHIEVHVIFNr 
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Appendix F 



Sample Student 
Program Applications 



• 



ERIC 



Application for Enrollment in Cooperative 
# Vocational Education 

!• Name Social Security # 

Last Fizsi M.I. 

2. Grade level at start of program Junior Senior 

(^st be 16 years of age to participate in ODoperative Vocational 
Education) 

3. Name of Parent or Guardian Relationship 

4. Telephone contact number of Parent or Guardian 

Home Wbrk 

5. Gbneral condition of health: 



Special services required for employment due to handicap, if any. 



6. List all vocational courses you have satisfactorily completed. 
Course Year 



7. List vocational courses you will be or are enrolled in during the 
time you are in cooperative vocational education. 



8 What subjects in school have you enjoyed most? 
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. What subjects in school have you oijoyed least? 



10. What are your hobbies or leisure time activities? 



11. List your previous work experience: 

Type of Job Duties you performed of the job 



12. Explain why you vwint to enroll in the Cooperative Vocational 
Education program. 



It shall be the policy of this agency /organization to accept and place 
Cooperative Vocational Education students without regard to race, color, 
religion, creed, national origin, sex, mental or physical handicap. 



(Student's Signature E^te) 

I recornnend this student for enrollment in the cooperative vocational 
education course. 



(Vocational Education Teacher's Signature Date) 
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Application for Admittance Into 
the OJT Program 



School Name 



Date 



Name of Student 



last 



^e (last birthday) 
Physical Condition . 
Address 



Mother's Name 
Father's None 



Occupational Plans 



Date 



First 
Date of Birth 



Ht.. 



Wt. 



Remarks 



Telephone Number 

Occupation 

Occupation 



OJT Offerings: List Priorities 

A. 

B. 

C. 



Others: 



Prior work experience (include volunteer work, part time employment, school 
related vocational experiences, etc.) 



JQBTITLF. 



rUTIES 



SICyiFICANT LIKRS CR DTST .IKES OF THR .mR 



Leisure Time Activities and Interests: 




ERIC 



Any pertinent in or out of school training Reaction to this training: 
received: 



Expressed vocational interest areas if identified: 



Any physical or environmental limitatims: 



Oomnents: 



Appl icant /Par t ic ipant 
Signature 



Dat e Par ent /Guard i an 
Signature 



Date 



Appendix G 



Sample Students 
Training Reports 



Coop/OJT Teacher-Coordinator's 
# Visitation Report 

TVaining Station Cbntact Official 

Phone i 

Trainee , 

Date _ Time 

Points to Observe: 

Acceptable lhacceptable 

1. Conditions surrounding place of business 

2. Attitude of worker*^ coward teacher- 
coordinator and student-trainee 

3. ^)ecific operations in vrfiich student- 
trainee is engaged 

4. Inmediate related subject matter needed 

5. Personal appearance of the student- 




trainee 

6. Apparent interest of student-trainee 



to work 

7. Apparent interest of enployer in student- 
trainee 

8. Miscellaneous information 




in 



ss 



Coop/CXJT Student Training Report 



Student's ttane 
Supervisor 



Conpany 



Your constructive criticism enables us to provide better instructional training. 
Please check the following traits as (0) Uhsatisfactory, (1) Poor, (2) Cbod, (3) 
Excellent, 



Gloaming 


0 


1 


2 


3 


Suitability of dress 


0 


1 


2 


3 


Personal t^giene 


0 


1 


2 


3 


Deportment 


0 


1 


2 


3 


Speach 


0 


1 


2 


3 


Interest in work 


0 


1 


2 


3 


Cb-operat ion 


0 


1 


2 


3 


Initiative 


0 


1 


2 


3 


Adaptability 


0 


1 


2 


3 


Anbition 


0 


1 


2 


3 


Tact 


0 


1 


2 


3 


Dependability 


0 


1 


2 


3 


Self-confidence 


0 


1 


2 


3 



SKIIJ. PI 



Typing 
Shorthand 
Transcription 
Filing 
Gk'anmar 
Mathematics 
Spelling 
Punctuation and 
capitalization 
Proofreading 
Office Machines 



0 12 3 
0 12 3 



ABlLnYTn 

Follow directions 0 12 3 

Take criticism 0 12 3 

Understand 0 12 3 

instructions 

Attend to details 0 12 3 

Keep on the job 0 12 3 



BUSINESS TFnWTqiJRS 

Use of telephone 0 12 3 

Use of sources of 0 12 3 

information 

Office Housekeeping 0 12 3 

Meeting people 0 12 3 

Use of supplies 0 12 3 



General rating of student: 

(A) Excellent (B) Q>od (C) Fair (D) Unsatisfactory 

Please list any points that should be emphasized in training of student worker to 
strengthen his/her position as an employee. 



1. 
2. 



Oate 



(Drployer's Signature) 



frcm Qiid^lin^fl for nonpflrfttiw 
Vocational Eduction ComninHy 

QtUfigSa., Coordinating Council for 
Oocupational Education, State of 
Washington. 
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Coop/OJT Student Training Report 

Student » s Name Oonpany 

Supervisor 

!• EEPENCABILir.'t Is the student regular, on timci and careful to notify in advance 
when unavoidably absent? 

Very reliable ( ) Usually reliable ( ) ttireliable ( ) 

Cbnnmentst 

2. CaOPBRKTlWi Cbes the student keep the rules, follow instructions, and exhibit 
an attitude of helpfulness? 

Very cooperative ( ) Qsnerally cooperative ( ) Uhcooperative ( ) 
Cbmnentst 

3. APPEARANCE: D>es the student dress neatly and appropriately for the position? 

Very neat Generally 
and appropriate ( ) satisfactory ( ) Uhsatisfactory ( ) 
Cbmnsntst 

4. PIBLIC REIATICNSt Does the student meet people well, establish good personal 
relations, and create good public relations for the company? 

Very satisfactory ( ) Nbderately satisfactory ( ) Very poor ( ) 
Oomnentst ] 

5. nUEREST IN LEARNINSt Ebes the student make the mst of the learning 
opportunities available in this situation? 

Very interested ( ) Moderately interested ( ) Not interested ( ) 
Goinnents: 



6. .^ILITY TO LEARN: Does the student evidence ability to learn this kind of work? 

Very quick to learn ( ) Learns readily ( ) Rather slow ( ) Very slow ( ) 
Gomnnents: 

7. INITIATIVE; Does the student exhibit initiative? Does s/he do work without 
being told? 

Above average Occasional Needs constant 

initiative ( ) initiative ( ) direction ( ) 
Cbranentst 



8. AOCXBACYt Is the student accurate in his/her work? Does s/he take care in 
checking his/her work before submission? 

Very Odcational Often Very 
few errors ( ) errors ( ) careless ( ) careless ( ) 
Oomnents: 



from ftiirfaiifiM foF Qftftp#iiAt<Yft 
Vocational Erhigntiftn <n n^,njty 

CblifigUt Coordinating Cbuncil for 
Occupational Education, State of 
Vfeshington. 
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Coop/OJT Student Training 
and Time Report 

Name of Participant: 

Name of Supervisor: 

Job Title: 

TTtAiTS OE mpujumrr readiness: 



Vferk Station: 
Report Date: . 
Program: 



(town) 



TrftUayCharaeteristies 


2 


4 


6 


8 


10 


1^ — Initiative 












2^_Jtelfttionshio with others 












Ouantitv of Mopk 












4. Quality Of wrk 












5^_Atten<!imee/Pijnotuftl i ty 












fi^-Joleranee for eritidism 












7. Personal Ann«flrAnr>P 












8^ Service Mindedness 












9. Taot fulness 












10. AdaptahUity i 













iVOnHLY TIMESHEET 





01 


02 


03 


04 


05 


06 


07 


08 


08 


10 


11 


12 


13 


14 


13 


16 


17 


irs. 




































««««* 


•<>** 


******** 




******** 


**** 


**** 


**** 




18 


18 


20 


21 


22 


23 


_24J 




28 


27 


28 


28 


30 


31 


Total 



































I certify that the hours worked as 
recorded above are correct. 



I certify that the above reflects 
the total hours CGnnpleted while 
enployed under the program for the 
enployee named. 



(participant's signature) 



(supervisor's signature) 
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Guide Sheet for Performance Evaluation 



1. iMrriATfVB f 
2. Uhsttisftctory; has to be 

prodded 

4, Oeetsiontlly shows drive and 

inagi nation 
6, Displays average drive and 

imagination 
8. Displays above average drive 

and Iflaagination 
10. Displays exceptional enterprise 

and high creative ability 

2. RHATIQKSHIP WITH CrffffiRSf 

2. Unsatisfactory; creates 
friction and discontent 

4. Tactless or uncooperative; 
needs improvement 

6. Average in cooperation and 
cheerfulness 

Above average in cooperation 
and cheerfulness 
10. Expresses unusual ability to 
relate to others 



3. aiANrnvoPiCTRK. 

2. Unsatisfactory; unable to 

produce minimun tasks 
4. Marginal, able to canplete 

minimal amount of tasks 
6. Productivity within relative 

majority performance 
8. Above average productivity 
10. Exceptional productivity 



4. QQALITY np wnwKt 

2. Unsatisfactory; does not 

produce reliable work 
4. Occasionally produces 

accurate work 
6. Average dependability and 

accuracy 
8* Above average dependability 

and accuracy 
10. Displays excellent ability to 

produce top quality work 

2. Unsatisfactory; frequently 
absent/tardy without good 
reasons 

4. Occasionally absent/tardy 

without good reasons 
6. Absenf/tardy occasionally 

with good reason 
8. Seldom absent/tardy 
10. Attendance/puntuality 

consistently good 



6. TntJ?iu>ra m mrr^nim. 
2, Hostile towards all criticism 
4, Does not accept criticism 

graciously 
6, Accepts criticism, occasionally 

makes effort to improve 
8, Accepts criticism well , usually 

makes effort to improve 
10. Accepts criticism exceptionally 
well and consistently makes 
effort to improve 

7. AEEE&B&IQ: 
2. Caenerally unclean appearance, 

disheveled clothing 
4, Dress and grocmiiig not 
appropriate for work area 
standards 
6, ^ess and grooming acceptable 

for work area standards 
8, Usua.ly above average care of 

clothing and grooming 
10, Imnacu lately groomed and 

appropriate attire at all times 

8. SFBVirR MTwrmress. 

2, Ebes not think in terms of 
being enployed to serve 
customers 

4. Occasionally provides thought- 
ful assistance to customers 

6. Average thoughtfulness dis- 
played to customers 

8. Above average in providing 

assistance to customers 
10, Displays excellent attitude to 
customers in terms of trying 
to help them 

9. TiCaSMES&t 

2. Is quick to criticize or 
complain in front of others 

4. Frequently displays lack of 
tact 

6. Displays average taetfulness in 

dealing with customers and others 
8. Is discreet in discussing 

personal or company matters 
10. Is completely tactful in 
dealing with all situations 

10. ATAPTABILny t 

2. Adapts to nm Lssignments with 
great difficulty 

4. Adapts slowly but does work 
with normal assistance 

6. Adapts quickly to new assign- 
ments with normal assistance 

8. Adapts quickly to new assign- 
ments without assistance 
10. Adapts to new assigmmts with 
speed and eas« 
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Appendix H 



Sample 
Student 
Evaluations 



Coop/OJT Training Program Student 
Quarterly Evaluation Sheet 

School Name . E^^g 



Name of Student 



Date of Evaluation 
Training Station _ 
Coordinator 



The student has achieved the following caipetenciesj 




Coop/OJT Student's Monthly 
Evaluation of the Job 



Name Date 

Job Title 

1« List several work attitudes or skills you have learned to date. 



2. Right noHf how could you inprove in your job-skills or attitude? 



3. If you could change one thing about your job, what would you change? 



4. What one thing do you like best about your job? 



ERLC 



Coop/OJT Student Self-Evaluation 

Student . Work Period 



!• What duties did you do: 

a. 

b. 



d. 



2. Wiat new skills did you learn on the job? 
Describe 



3, What problems did you encounter and how did you solve then? 



4* In what ways could your job sponsor and your coordinator help you 
inprove your job performance? 
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Appendix I 



Sample 
Student/Ptfent 
Agreement 



Coop/OJT Release of Liability 



(Release of the District, 
the Project and the Bnployer.) 



, the parent (s) /legal guardian(s) 



of 



9 a minor child, and said minor child, freely 



and voluntarily release, from ai^ suit damage, action, or any other claim 



Program and the Program Cbordinator. 

This release is given for and in consideration of the above named 
persons accepting said minor child into the Cbop/OJT program. This release 
is not effective as a release under those provisions of: (1) The Workmen^s 
C3onpensation La«vs; (2) Those provisions of the Wage and Hour Acts (Federal 
and State), which are not subject to waiver, and if applicable; (3) any 
Federal and State Law, or regulation, which cannot be waived; (4) any claim 
arising out of an intentional tort, by any of the released parties. 

Further, this release is executed for the above mentioned 
consideration, for and on behalf of the said minor child, and by him/her 
such as is permitted by the laws and court of the State of Alaska. 

This release is effective as against any officers, employee, agents, 
contractor partners, heirs, successors in title, estates or representatives 
of the above released parties. 

In recognition of this release, and the value of the consideraticm 
afore mentioned, I /we have caused our signatures to be affixed, this 
day of , 19 . 



Minor Child Signature Parent /Guardian Signature 



of any nature whatsoever, the 



School District, its Vocational 
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Appendix J 



Sample 
Site 
Reports 



Can Report 



Student Vtbrk Site 

Address _ 

Cbop/OJT Instructor 



Date 


Notes on call 







fron car QpordiniitQr^s Qpemtionfll 
lifluiuait Washington State Cbnnission 
for Vocational Education. 
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Coop/OJT Coorcfnator's Visitation Report 

Student Work Site 

Date Time Phone 

Points to Gbserve: 

Acceptable Uiacceptable 

1. Gbnditions surrounding place of business 

2. Attitude of workers tovwird QJT Cbordinator 

and student-trainee . 



3. Specif ic operations in iwhich student 
trainee is engaged 



4. Personal appearance of the student -trainee 



5. Apparent interest of student-trainee in 
work 



6. Apparoit interest of etnployer in student- 
trainee 



7. Is related subject matter needed? Are there problems related with 
the job situation? 



Appendix K 



Sample Coop/OJT 
Program Evaluation 

Forms 



• 
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Coop/OJT Program Evaluation 



Student 



Outstanding = 5 
Gbod = 4 
Average = 3 
Fair = 2 
Poor = 1 



!• Was Cbordinator of the program satisfactory? 5 4 3 2 

2. Were forms understandable? 5 4 3 2 

3. Were site visits useful? 5 4 3 2 

4. Was classroom instruction helpful to the job? 5 4 3 2 

5. Wgis I prepared for work? 5 4 3 2 

6. Was the work site prepared for me? 5 4 3 2 

7. WDuld you recomnend this program to others? 5 4 3 2 

8. Was the Cbordinator helpful? 5 4 3 2 

9. What is the biggest strength of the program? 



10. What is the biggest weakness of the program? 



Comnents: 



ERIC 
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Coop/OJT Program Evaluation 



Outstanding s 5 

Q>od := 4 

Average = 3 

Fair = 2 

Poor = 1 



Employer 



1. Was Cbordinator of the program satisfactory? 

2. Were forms understandable? 

3. Were site visits useful? 

4. Was classroom instruction adequate? 

5. Was the student prepared for work? 

6. Was the work site prepared for the student? 

7. Would you reconmend this progran to others? 

8. Was the Cbordinator helpful? 

9. What is the biggest strength of the progron? 



5 
5 
5 
5 
5 
5 
5 
5 



3 
3 
3 
3 
3 
3 
3 
3 



2 
2 
2 
2 
2 
2 
2 
2 



10. What is the biggest weakness; of the progron? 



Oonments: 
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Appendix L 



Sample 
Follow-Up 
Form 



0 Coop/OJT Program FoBow-Up 



Date 

Name Name in school records 

Present address 

Present ennployer 

Present type of work ^ 

Other employment since completing^ the program: 



Job Title 


Name of Gbnpany 


Months Brployed 





















Are you presently enrolled in: 

College 4 Yr ( ) College 2 Yr ( ) Voc-Tech ( ) Other ( ) 

Are you enployed in the occupation for which you viere trained? 

Yes, full time ( ) Part time ( ) Related, full time ( ) No ( ) 

Did you seek employment in the occupation for which you trained? Yes ( ) No ( ) 

Do you believe you were hired because of your training? Yes ( ) No ( ) 

Do you feel your training was inportant to your job success? Yes ( ) No ( ) 

Were you hired by the firm ^ere you did your Cbop/CJT training? Yes ( ) No ( ) 

What was your salary per month after training? 

Beginning: Below $300 ( ) $300-400 ( ) $400-600 ( ) $600-800 ( ) $800-1,000 ( ) 
Present 

Salary: Below $300 ( ) $300-400 ( ) $400-600 ( ) $600-800 ( ) $800-1,000 ( ) 
What topics covered in OJT training were most beneficial to you? 



Wculd you recamiend others enroll in Coop/OJT? Why or why not? 



from Quidlinai for Qnftpi»i>^»l ve 
Voefttioniil Rrttmation in Cbtimmity 

Qdlfigfi&, Ooordinbting Council for 
Occupational Education, State of 
Washington* 




Appendix M 



Enrollment 
Form 



VOCATIONAL EDUCATION EN&OLLMENT REPORT 



Form B 



Dunicr . 



iNsmmoNs OS the back 

Keep onpoil co^ ud tend 
in « duphcMi oop¥ to* 

DtpHiiimff of E4ncKNM 
OAecofAduk 
and 

Vocnonil EducMm 

PO BoeF 
Juncui. AiMkA 99tn 



(Sec dc&uooM on bodt) 



SCHOOL 



1>po«r Mat 

vini» iMM| 


it 


1 


r 

1 
il 


1 

z 




ft 
11 
11 


i 

S 


1 
















2 
















1 
















4 
















5 
































7 
















1 
















9 
















10 
















U 
















12 
















13 
















U 
















i% 
















1« 
















17 
















11 
















19 
















20 
















21 
















22 
















23 
















24 
















25 
































27 
















21 
















sw 
















30 
















31 
















32 
















33 
















34 
















3S 
















36 
































31 
















39 
















40 

















TeedMr*! Spunut 



Dm 



VocMmel AdmMMOf'i Sinenift 



Dm 
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iNsimucnoNS foe oompleting vocational education en&oixmbnt uro&T 

1. Count date for enroUmcnr IS the fbimh Friday of Om^ 

2. The repoft a due m the Office of Adult and Voaoonal Educaoon on or 
before November ISch of dtc fiacal year. 

3. Tenods per day-how many percdi does the dm meet eadi day* 

4. Period m school day— how many periods oampive a ttgakt school dai^ 

5. Student's namc-itcocd all students enrolled in coutae. 

6. Idcntsly sex of students. 

7. Grade-kkmiiy numencilly-i.e., 9» 10, ll» or 12 (do *>ot list 7th or 8th pmka). 

8. Indicate student status, as follows: 

* (1) Race/Ethnic Group-by kctsr 

(2) Kandkapped-by (x) 

(3) Eco oomicaUy Disadvani^ed-by (x) 

(4) Academically Duadvant^ed-bv (x) 

(5) LimiCBd Ei^lish-by (x) 

9. Teacher's signature. 

10. Vocational Admtn^stnior's siputur-may be voatfooal director, prmdpcl, or odier 
admtntstntor in chacjp of vocatiooal education 

11. Complete repofD by sdKMl site, and mail oopks by November 15 of die 

Office of Aduk and Voeaiioaal £dnGUk« 
P.O. Box F 
Juneau, Alaska 99811 

12. Computer pcintouo containing the above required infocmatioo are acceptable. 

* Im/BcWc GeMpi 

Al— Amencan Indian 
AL-Akttt 

AP-Asian or Pacific Islander 

AT— Athabascan 

BL-Black, not Hispanic 

ES-Eskimo 

HA-Haida 

HI-Httpuuc 

IX— Tlingit 

TS— Tsimahian 

WH-Whtte, not Hapenic 



Haaillrifpsdi An individual whose Indhridual fiduatioo Plan (lEF) spedflcally identifies special services and/or 
aaaisanoe needed to succeed in the vocatiooal edxication co um/p ropam. 

Brwe M ka Dy I H ia dyta| a A i For seoondaiy only-toily annual income at or below the offidat poverty line 
cmblisbed by die Fedeial Director of die Oflke of Mio^ement and Budget adprnd for AlMka. 

Arwla^nllj IMaMfraataiedi An indhfidual who hss filled or is &iiin| K> suocessfoUy compkie hk or her voca- 
aooaleduGsiiooGoune<s)due tolackofbMscikilb. 

Untoad Bnfttib ProAtlamji An individual who eomes fiom an cnviroament where a languMc odier than 
English has had a sipiificant impKt on his/her kvd of Ei^iMh ki^uife piofidency. 
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Appendix N 



Application for 
Authorization to 
Employ a Minor 



ALASKA DEPARTMENT OF LABOR 
LABOR STANDARDS AND SAFETY DIVISION 

APPUCATION FOR AUTHORIZAT!0N lY THE COMMISSIONER 
OF LABOR TO IMFIOY A MINOR 



I ApplcafioniniittbtMM«ilhn«nttr«tt 



{«CTION(A|ltlt 



TOT 



cocawonoiBSpBy i ncnr 



I — — " '-^"^ ^ap9 0" ■ liconMo pftmitt wft<>» Mcoftolic twvt f O M 1 MoufK"^^ 

•rtconiufn«tfor«oi(f> QYm d No I "*^'> w 



MOUI^O^WmilUytHlij l lliO i tPAi> l fm 



3 



PayPtnodf" 



□ M05 yttit Old . ijjijn^d^^ 



I P^KyappfOvlofrntCommolonf oiubof 



. tlllfm tod igftt Ihiil iuch wofWno coiy«^ 



[ •iCTI OM(l)T»>t M ii»h m »y P>wtilf miiidliM i" - 

I !>ex I Dtit ol Biff h 



I NamtorMinof 



AOOrOM 
M«ighl 



TUT 



Lisi I yPMmbtUotllntmt [Allied CVvlnol^T^ 



TOT' 



•fUtor 



Pfoviiiont 01 AlMla CWW Ulw Act lorth ^ 



07-«0N(ftov5/t4) 
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Labor Standirdi A Saftty OivWon 
Alaska Dipartmtnt of Labor 
1111 Waal Eighth A^inua 
P.O. Bon 6W 
Junaau, AlatkaWMtt 
Phona: 466-4842 



Labor Stardanto A Safety Division 
Alaska Dapartmant of Labor 
3301 Eagla. Sulfa 301 
Pouch 7-021 
Anchorage, Alaska M610 
Phona: 264-2435 



Labor Standards & Safaty Dhflak>n 
Alaska Oapartmant of Labor 

Regional Stata Offica BuiMing 
675 7th Avanua, Station J 
FairK-^nks. Alaska 90701 
Phona: 452-3060 



BMPLOYBRt PLEA8I NOTE. 



14 



OCCUPATIONa mONWITEO TO MINOfia UNoca ia 
3 Mining opSftSonilt^^ 

4. LoQOino Of o ocu pitiom In thi§ opsfiNont of sny oswma, isttt fnW, 
•rangw mL Of otopsrasi. 

^ 9??l^f^..y^ SKpoiuft 10 fadtoadlvt oubttanoM and lo 

toniiino fadbiiofv 
7. Opofaiion of olovMOfi of oaiif powir*drtvtn holaina apparaius 
o* uporawm 9 powor^nvon fniiai wnwiQ. pufwnmr ono fyioinng 

mocNnoOw 

ucGupoMm NWQivvio MugivonfiQ. fnsai pscKilo Of pfoostpng Or 

fsndiflfiQ. 

Oooupiiions^^ 

11. Occupsilons invQivsd In Wm optrsNon ol poiMr«<Mvon popsr 

pfodur'^mscNnii. 
12 Occup.^ 4nsimolvsdlnlhtii«niilKliirsofbf1^ 

13. Occupsfiontln«oMdinSitor«"'sSon«)dciosn(ngolc<«eiilv 
band SM. snrt guMoiIno thitrs. 

\f*M^^mmmm vwoiwo m wocnn0b ooniQNion ano vi^ofaaiono 



15. OooMpa H ontioMCitvdinfooangopaaiiono. 
15. OccMpationo in»olvd »ah OKcaMSlion opfsMona. 

ElaetrtcaiworkwimvoliaoaaaROsadino220.0fOiilM'sa^ 
lapair. ana maiof laaano inc jdbiQ liitgfaph and lalaplxina^ 



IP UTIOBt IS. TH6SF OCCUPATIONS ARE ALSO PROKIBnTCD 

1. OcGupMlQnainminuliGlunno,mininoorprocoMino.k)Cluding>^ 
foofna or plaoat whara Qooda ara manufactured. m<nod or otbtrwisa 



10. 
11. 
12. 
13. 
14 



O ccu paBgn a involvad in cparation of hoisting of powai dr:vtn 
fnaoNnavy otttar Ihaf) offica machirwi 
OparsHon of imNor vafwda of atrvioa as halpar on motor veHicio 
PuMc maaianQor aarvica. 

Oooupaliona ^< or about cannariat. taafood piams. mcfudmo 
Qunino. tNc^.; cr buicKarina or tt>a oparation of any ftoating plant 
and Mudino loading Of unioadiro 
Wortc parformod in Of about boiort. angina roomt Of ratortt. 
Work Involvad with mainttnanca or rapatr ol tha attablishmanis 
maoMnot, or aauipfnant 

Oooupalions tliat involva vrarMng from vvindow tiat. 
foMioflhalraubii^jiaa. 

Ooc^Mliona«Mol1 inwo^«opalaang. aatting up. adjusting. ^ 

oing. Of rapak of powar -drlvan food sKoars. grindars. choppars. 

cultin. and twltary typa mixors. 

Work m ffaam. maat coolars. Of praparation ol maat for uia 

loadbig Of unloading to and from trucks, railroad cars. Of conveyors 

OooupatkmalnwirahouaaaaxoaptofNoeand elark:aiwork 

OccupaHont involving uta of sharpanad tools. 

Oocupaikma ir transportalkm of parsons Of prooerty, warahousing 

and sloraga. conttr u cttan (Including r^amoHtion snd rapsir) axcapt 

oflloa Of satas work in connection with these occupntfons 



TITLE 4. ALCOHOUC aeVCRAOES 
ALASKA STATUTES 

A8O4.1S.04a 

Sac041SM.AocaaaofparaonundsrlhaagaofiaioaoanaadpramiBaa (a) A paraon under the age of 19 years may not kno'.vfngly enter or remain m 
pramieaa Soanoatf undsr ails tiSa unleas 

(1 1 aooompamad by a parent guardian or apouaa wdo has aaalnad lha aoa of 19 yam 

(2)aooompaniadbyaparaonovarmaagaof layaarsand with the consent of the paraon'sparant Of guardian if^ 
asHng plaoa and aw paraons anior and lainaln oray lor dMng 

(b) NotwShstanding (a) Of Stla aacdofi. a loansea. hia agani. or ainployaa ^ 
prarniaaa In which atootwacbavaragaaafa sold san«doroof«iirMdlfnayraMe 

the age d 19 yaara to leave aw porSon of Pia loanaed pfsmlBaa In which atoohole ba^ 

(c) ^o f s ah sfand a t g aas sadlotvapar s on between laandiayasmotagamayefSar and ram^ 

place in the couraa of h< employment 1(1) pie employinew t does not Involve aw the 
pareon has aw wfkian consent QfawparaM or guardian; and (3) an aRarnpilonkomth^ 

purpoae of this subeadion (3 eft 131 SLA 19S0). 

The faderalprohMkm on aw hours wNchMaridlSyaar olds may be slowed to work Is morass 
15 year oMa may fM awl they are In ooinpaanoa with slate law bu In viol^ 

ForaaamplK 

6tatsLsw FPdaralLaw 
Chadwn 14 and IS years old nwy work Chldren 14 and iSyamoWiiwy only work. 

l)Atot alof9he tiraotaclwqlandwor ^ DOutsMaaohoolhoura. 

Z}OniybatwMawheiaaofSam.toapm 2)Notmoraawn40hour8lnanyonaweekwhenachooitsnotinse$stoa 
!y par wesk ouslda ol sdwd hows (domestic 3) Not mora awn labours many weak when achod Is in sasskxt 
awrk erw baoyaMing aKCspM) 

4)f<lomoraaw^Sdayaparweek 4) Not mora ttwn 6 houre In any one day whan school is not In session. 

S) Not more awn 3 hours In any one day whan school a in saaslon. 
«) aatwean 7 am snd 7 pm m any one day axoapl during ttw summsr 
(June 1 avough Labor Day) when aw avening hw wa be 9 pm. 

reaMcaonaFOriiurawrMQrmslkmonawFpdarsfLaw.oontaQLTheUnae^ X'*8treet«BcK4i.Anchorage.Aiasks99Sl3 
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Resources 



Resources 



Vocetional Education curriculum Cbnmissioner 

Materials Library Department of Qwmunity 

Office of Adult and Vocational and Regional Affairs 

Education P.O. Box B 

Department of Education Juneau, AK 99811 

Box F 465-^700 

Juneau, AK 99811 

465-2980 



Oonmissioner 
Department of Labor 
P.O. Box 21149 
Juneau, AK 99802 
465-2700 



Local Job Service Office 
3301 Eagle Street 
Anchorage, AK 99503 
264-2631 



• 



Wage and Hour Division 
Alaska Department of Labor 
One Sealaska Plaza 
P.O. Box 630 
Juneau, AK 93811 
465-4039 



Wage and Hour Division 
Alaska Department of Labor 
Regional State Office Building 
675 - 7th Ave., Station J 
Fa i. "banks, AK 99701 
452-3060 



Wage and Hour Division 
Alaska Department of Labor 
3301 Eagle, SUite 301 
Pouch 7-021 
Anchorage, AK 99510 
264-2435 



Labor Standards and Safety 
Division 
Alaska Department of Labor 
3301 Eagle, Suite 301 
Pouch 7-021 
Anchorage, AK 99510 
264-2435 



Labor Standards and Safety 
Division 

Alaska Department of Labor 
Regional State Office Building 
675 - 7th Ave., Station J 
Fairbanks, AK 99701 
452-3060 



Labor Standards and Safety 
Division 
Alaska Department of Labor 
1111 West Eight 
P.O. Box 630 
Juneau, AK 99811 
465-4839 
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